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Module 3 -1099 Vendor Reporting

This manual shows users how to maintain the 1099-MISC reporting to the IRS for North
Dakota state agencies. The forms 1099-MISC must be in the mail by January 31 of
each year. To obtain a shorter version in checklist form, use the Print It! button on each
specific OnDemand topic to create what is called a “Job Aid.” (See Module 1 — How to
use OnDemand Training for instructions.)

For detailed instructions on specific topics relating to 1099 reporting, please see 1099
Reporting for State Agencies.

Lesson 3.1 -1099 Reporting Within Vouchers

Vendor Reporting Within Vouchers

Agencies have a variety of ways to control their 1099-reporting while entering vouchers
during the year, so they will not have so much clean-up at year end. The following
information is for all users who enter vouchers - not just for the individual in charge of
1099 reporting for their agency.

For the purposes of PeopleSoft 1099 maintenance, "reportable" and "withholdable" are
often used to mean the same thing.
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3.1.1 -Choosing the Correct Location in Vouchers

Choose the Correct Location in Vouchers

The Location, not the address, determines how a vendor will be paid in voucher. The
Location contains the correct method of payment (ACH or check) plus it is set up to be
reportable or not, as the situation warrants. Once the voucher enterer has determined
what they are paying the vendor for (services or supplies), the next step is to find the
correct location.

For more information on this topic, please see the website called Choosing the Correct
Location for Your Payment.

Procedure

This topic covers two scenarios that demonstrate the importance of choosing the correct
location when paying a vendor.

Step Action

1. Go to Accounts Payable > VVouchers > Regular Entry to enter a voucher. You
can walk through the following exercises using the example information, just be
sure to not save your voucher.

2. In this example, we are going to pay a REPORTABLE vendor (Prairie Rose Data
Products) for NON-REPORTABLE goods. To find the vendor, you would enter
"Prairie" in the Short Name field, then click the Look up Short Vendor Name
(Alt+5) button.

3. You may have to scroll down the page to find the vendor name you need. Click the
blue hyperlink for the vendor you need. In this case:
PRAIRIE ROSE DATAPRODUCTS - FARGO|

4. The vendor’s default location will always fill in. Click the Look up Vendor
Location (Alt+5) button to find the right one for you.
5. Some vendors may have several locations and you will need to select the correct

one for your payment. In our example of buying supplies from Prairie Rose Data
Products. we would select 1089 NON-REPORTABLE SUPFLIES|

6. Back on the first screen, enter an Invoice Number, Invoice Date, and Amount.
Click the Add button.

Add
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Action

The Invoice Information page will appear. The Withholding link is going to show
up even though you selected the right location, because the vendor itself is
reportable.

Click this link to make sure that your voucher will report correctly - or not report,
in this case.

ithholding

The Withholding Information screen will pop up. Because you selected a
location that was set up as "non-reportable," the Withholding Details on this screen
are blank. That is what you want to see when you are purchasing goods or
commodities. Click the Back to Invoice link after verifying that everything looks
correct.

Backto lmoice

Whenever you are using a non-reportable location on a reportable vendor, you will

receive an error message that reads:

Invoice line is withhold applicable but withholding information not provided (7030,347)

No withholding information has been entered for the voucher line that is marked as withholding.
Press CANCEL to go back and enter the withholding information.

Press OK to change all voucher lines to non-withholding and save the voucher.

10.

Since we do not want reporting on this voucher, click the OK button, as stated on
the last line.

0K |

11.

[ Add o
Scroll to the bottom of the page and click the . button. For training
purposes only, when you receive the warning message to Save or Cancel the
sample voucher, click ‘Cancel.”

12.

This next example will show how a reportable vendor (Midcontinent Business
Solutions) can have a variety of reportable and non-reportable locations to
choose from.

13.

Enter “midco” in the Short Vendor Name field and Click the Look up Short
Vendor Name (Alt+5) button. @

14.

Click the MIDCONTINENT BUSINESS SOLUTIONS link.

15.

Click the Look up Vendor Location (Alt+5) button to see what locations are
available for this vendor.
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Step

Action

16.

For this vendor, there are three locations on this screen that most users should
never select in a voucher:

1. MAIN - this one tells you to select another location.

2. 614291 - If you do not work for Voc Rehab, you will never use this.

3. BIDS - This is for the bidder system information only, not payments.

Therefore, your only payment choices for this vendor are:

1. 1099REPORT - For services other than advertising.

2. 2REMIT- Midcontinent wants their advertising payments to go to a specific
address, so you would select this location for advertising bills.

3. REMIT - Non reportable payments for utilities (monthly cable) or supplies.

Click the ADVERTISING-3901 N LOUISE AVE link for this topic.

17.

Finish entering the Invoice Number, Invoice Date, and Amount. Then click the

Add button.

18.

Again, because the Withholding link appears, we will want to make sure that the
screen is set up correctly for our payment. This is a good habit for all voucher
enterers to get into.

ithholding

19.

The Withholding Information page shows that the location we selected is set up
for reporting on withholding class 07 as it should be for advertising expenses.
Click the Back to Invoice link.

20.

After checking the withholding link, users would normally budget check the
voucher and continue processing it for payment. We will stop here for this topic.

21.

You have just seen a variety of ways to select the proper location for your
vouchers. These instructions demonstrate how important this is for entering
vouchers correctly. It will also save time when it comes to cleaning up your
agency's 1099-MISC reporting.

End of 3.1.1.
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3.1.2 -Paying Employees
Paying State Employees

Specific rules are to be followed when making all payments to employees:

¢ When using PeopleSoft Financials, a "state employee" is defined as a worker
employed by a state agency on the PeopleSoft payroll system and who has been
assigned an employee ID (EMPL ID).

o Even though a worker is employed by a state agency other than the one making
the reimbursement, that worker is still considered a "state employee."

o All payments to employees of state agencies are to be made using the EMPL ID.

e This rule does not apply to employees of the ND University System,
however. Please submit a request to the Vendor Registry Work Reguest System
for a separate vendor number to be set up for a Higher Ed employee.

e If a payment to an employee needs to be reported on a 1099, regardless of the
dollar amount, a second location called 1099 will be added to the employee's
vendor that will allow reporting.

e The default location will remain HOME as entered automatically through
Payroll. You can choose the correct location while entering the voucher. This
topic will walk the user through the various options.

There is much more information on this topic available at: Paying State Employees.
Please refer to that website as well.

Procedure

This topic shows how to pay employees of state agencies for reimbursements or
temporary, reportable services.

PLEASE NOTE: Any employee paid for regularly scheduled services outside of their
normal scope of work should be set up on payroll as a "multiple job" employee. These
instructions are for one-day or occasional stipends for performing work for another
agency than their employer.

The following instructions involve screen shots as it would be impossible to enter your
own sample voucher without knowing an employee’s vendor number that has 1099
reporting on it.
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/2 Regular Entry - Windows Internet Explorer

- [51x]
LS |g https: . connectnd. us/pspfndfo/EMPLOYEE ERPcfENTER _WYQUCHER_INFORMATION. VCHR _EXPRESS. GBL ?Folder=MYFAVORITES j 4 |[+2fx I"L Search 2=
(&) ps: . us/pspindfa, R _ ] L VEHR £ . GELFolder=" [: &2 Live Searc
| File Edt Wiew Favortes Tooks Help

57 Favorites

& Reqular Ertry

«NDF Qs+

=
ewwindow | Help |
Voucher

Eind an Existing ¥alue | Add a New Value \

Business Unit: 32580
Woucher ID: MEXT
Voucher Style: Reqular Youcher >

Short Yendor Name:

Vendor ID: 7985009
Vendor Location: Q)

Address Sequence Number: 0Q
Invaice Number: [

[ =
—

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Eind an Existing Yalue | Add 3 New Value

istart| | & |[ & Regular Entry - Windo...

Jels0E
\

Step Action \

1. In the first example we are going to reimburse a fictitious employee for travel
reimbursements.

2. Click the Look up Vendor ID (Alt+5) button.
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{2 Regular Entry - Windows Internet Explorer

|_[=]x]
GC" |g, hktps: /jrw .connectnd,usipspindfq/EMPLOYEEJERP fc/EMTER _VOUCHER_INFORMATION,VCHR,_EXPRESS, GBL?Falder=m1FAYORITES

j&l 9| | [ Live Search o]

| File Edit view Favorkes Took  Help

.7 Favorites

& Reqular Entry

x*NDFQ#=

=3

Mesw Windov | Help | 5

Look Up Vendor ID

SetiD: SHARE

Wendor ID: [begins with ] [Teggagg

sShort Vendor Name: [agins with 7] |

Name 1: [egins with =] [

Classification: | = j | ;I
Persistence: [= =0 =l

Look Up | Clear | Cancel | Basic L aokup
Search Results
Toit

71999988 7988888-001 TEST EMPLOYEE Employes Reqular

Aiseart| | @ || # Rregular Entry - windo...

Step Action
3.

By looking up the Vendor ID, the voucher user can make sure the correct
name matches up with the EMPL ID entered.
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{2 Regular Entry - Windows Internet Explorer

GT\-_: g |g hitps:| fuan . connectnd us/psp ndfo/EMPLOVEE fER P cfENTER_VOLICHER_INFORMATION, VCHR_EXPRESS. GBL?Folder=MYFAWORITES

| File Edt wiew Favorkes Took Help

. Favorites & Regular Entry

**NDFQ=*

Home
>

Sion out

e window | Help |

neE
Voucher

{_Find an Evisting ¥alue  Add a New Value

Business Unit: |EFEENEN

Woucher ID: e

Moucher Style: RegularYoucher =
Short Vendor Name: IMQ

wendor ID: [osoues @

Vendor Location: IW Q

Address Sequence Mumher:|—1Q *

Invoice Number:

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Find an Existing Yalue | Add a Mew Value

&/ start] J @ J & Regular Entry - Windo...

=
= «

Step Action \

4, Let's check out the location next. Click on the lookup icon.
Q
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{Z Regular Entry - Windows Internet Explorer

= ES
G: )= [i8) hieps: . connectnd.usfpsp/ndf oEMPLOYEE [ERPIC/ENTER,_VOLICHER _INFORMATION.VCHR,_EXPRESS, GBLTFalder=MYFAYORITES ZIL & |4 % | [ Lve searen R
| Fle Edt View Favortes Tooks Help

. Favorites @ pegular Entry

~+NDFQx+

=R

Mew Window | Help | [

Look Up Vendor Location

SetiD: SHARE
fendor ID: 7999999
Vendor Location: | hegins with j |

LnnkUpl Clear | Cancel |BasicLDokuD

Search Results
12 of2
fendor Location Description
10949 1039 REPORTABLE SERVICES
HOME EMPLOYEES HOME ADDRESE

@istart| | @ || @ regular ntry - windo...

| @

Step Action
5.

We will stop here and explain the different locations an employee can have.
The location of HOME will always be the default location; this means that if
no location is selected by the user, this one will fill in. The HOME location is
to be used for all reimbursements, especially travel. There is no 1099
reporting set up on this location.

If a state employee receives the occasional payment for services outside the
scope of their normal work duties, such as a speaking fee, they will have
another location set up called 1099 REPORTABLE SERVICES. This
location is set up for reporting on a 1099-MISC form.

In this case, we want the HOME link.
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{Z Regular Entry - Windows Internet Explorer (=]
6; @[] hrtps:/jwun. conmectnd usipspindFa/EMPLOYEEIERP/C/ENTER_VOUICHER_INFORMATION VCHR_EXPRESS, GEL7Falder=IYFAVORITES (=0 & | [#2) x| [ Lve search £~

| File Edt View Favorites Tooks Help

¢ Favorites (@ Regular Entry

**NDFQ=*

=0

hiutiChan

ew Window | Help | B,

Voucher

/_Eind an Existing Yalue 'y Add a New Value

Business Unit: Mq

Voucher ID: [NE<T

Voucher Style: [Reguarvousher =]
Short \endor Name: ,W Q

ventlor ID: [rososa @

Vendor Location: [howe @

Address Sequence Number: ,_1 Q

Invoice Nurmber: [trip to washingtan DC

Invoice Date: [Bmarzoog | 5

Grossimvoice Amount: [ 123450
Lines Entered:; [

Add

Find an Existing Value | Add & Mew Value

Aistant| | & |[& regular Entry - windo__ | 0|? Y=

Step Action

6. Complete this page by entering the Invoice Number, Invoice Date, and
Gross Invoice Amount.

7. Click the Add button.
Add
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egular Entry - Windows Internet Explorer

@E:' |E https: v, connectnd, us/psp/ndfa/EMPLOYEE/ERP/</ENTER _VOUCHER INFORMATION, YCHR_EXPRESS. GBL?Falder=IYFAYORITES

| File Edit View Favortes Tools  Help

¢ Favorites (@ Regular Entry

**NDFQ»**

— 5 Ad < | Sion out
3

Mew Window | Help | Customize Page | 2, 4]

| Imvoice ion Y Payments | Youcher Affributes |
Business Unit: 32580 Invoice Number: [P 10 washington DG Budget Status:
Voucher ID: MEXT Invoice Date: 0&/09/2008

Voucher Style:  Regular Action: ~] Run | Printinvoice
PO Unit: @, Purchase Order: Q@ CopyFO Worksheet Copy Option: |None -

Vendor: WQ “Pay Terms: ’EIEI_Q Mo = Basis Dt Type Inv Date

Name: WQ Control Group: —Q Comments(d;

Location: [HOME @ Accounting Date: [09/2512009 [

muress: [ 1O ivanced vendor Seanh  “Currency: [uso/e Non Merchandise Summary

TEST EMPLOYEE Total: 123166 _Oalulate |

EMPLOYEES HOME ADDRESS
ANYWHERE AVE
BISMARCK, ND 58501

Session Defaults

Packing Slip:

Firgt [4) 4.0t 1 [M] Lag
El Line *Distribute by Iltem i Quantity UOM Unit Price Extended Amount
1 [amount =] | a | I [a] [ 1,234.56
Shin To SpeedChart

BLHSC  Q Q I Use One Asset ID Calculate
~ Distribution Lines Ct First " 111 " Last
Exchange Rate | Statistics

o Amount  Quantity ‘GLUnit  Account Oper Unit Fund Dept Class  BuigetDate  CHUS  Project Activity Source

B0 1] 123456 32500 Q Q Q Q Q Q09252009 — af Q

Business Unit: 32580

Voucher ID: NEXT

Print Invoice Invoice Lines 0.000

Misc Charge Amount i

Freight Amount l— =)

< | ;lll
i/ start J @ J & Regular Entry - Windo... J o | =]

Step Action

8. Click the Withholding link.

Even though we know that there should be no reporting on the HOME
location, it is smart to always double check if you see this link appear.

ithholding
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{ZRegular Entry - Windows Internet Explorer

[ [5]x]
G: ) ® [ https:fusvrw, connectnd usipspindofEMPLOYEE IERPYC/ENTER _¥OUCHER,_INFORMATICN ¥CHR_EXPRESS,GBLPFolder=HYFAVORITES =1 8 [ x | [ e searen L
| Fle Edt Wiew Favorites Tods  Help
i Faverites @ Reqular Entry

== NDFQ»*

(=13

Withholding Information
Back to Invaice
Unit: 32580 Invoice:

rip to washington DG Vendor: 793930
VAT Entity:

Woucher: NEXT Date:

TEST EMPLOYEE
08/09/2009

Postpone Withholding ™

imoice Line Withhold Information

.
Line Description 7 EE
Code

‘Withholding Details

iy | Suri . Contract |Rule  |Apply
‘et | Tvwe Cass At Reference |Override (Withholding | BIPIIC20IE

| 1||_Q“_Q [ a [ af “_Q|Pavmem

r |®e

distart| | & || @ regular Entry - windo...

.
Hew Window | Help | Gustomize Page | &)

| o

v

Step Action

9. This page is blank, the way it should be.
Click the Back to Invoice link.
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ZRegular Entry - Windows Internet Explorer [_[=]x]

6‘\:\/' w [£] heeps: s connectnd usfpsn/ndFa/EMPLOVEE /ERP/c/ENTER_VOUCHER_INFORMATION VCHR_EXPRESS, GALTFolder=MIFAVORITES

| File Edt view Favorites Took Help

L Faverites @ Regular Ertry

= NDFQ#=

Home
=
Nesw Window | Help | Custarnize Page | )&, 4]
{ Imwice ion ' Payments | Voucher Aftributes
Business Unit: 33500 Invoice Number: |1 10 washington DG Budget Status:
Voucher ID: MEXT Invoice Date: De/e2009 B

Voucher Stle:  Regular Aotion: =] _Run | prntirvaice]
PO Unit: @ Purchase Order: @ _ Copy PO Worksheet Copy Option: [None ~

vendor:  [rsgsess Q@ “pay Terms: [0 @ now = BasisDtType InvDate

Name: [fesgsag-oor @ Control Group: [  a Comments (0

Location: [HOME  Q Accounting Date: [pas2zia008 )

“Address: ’_1Q Advanced Vendor Search  *Currency: WQ Ion Merchandise Summary
TEST EMPLOYEE Total: 1,234.56 M

EMPLOYEES HOME ADDRESS Session Defautts
ANTYWHERE AVE withholding

BISMARCK, MD 53501

Packing Slip:

imvoice Lines nd |\ First (4] 1 or 1 [ L od
5] Line ‘Distributeby Item Description Quantity UOM  Unit Price Extended Amount
lamaut [ [ Y R —
Ship To SpeedChart
BLHSC  Q jozoz Q@ I Use One Asset ID Calculate

~ Distribution Lines
GL Chart

g—l‘:ﬁ‘n Amount  Quantity *GL Unit  Account Oper Unit Fund Dept Class Budget Date Project Activity f“"%

(ENul 1] 123458 32500 Q 21078 Q faor @ [zz @ [oz02 @ [a0170” @ 09r2512000 [z Q [z212 Q oo Q [Frvor @

First " 1011 " Last

" Statistics

Exchange Rate

PC Bus
Unit

Business Unit: 32580
Voucher ID:  NEXT

Invoice Li
Print Invoice mvoice Lines R
]

Misc Charge Amount

Freight Amount |— =]

‘ | _>I_I
distart| | @ || & regular Entry - windo... | @

Step Action

10. Voucher users would continue entering in the accounting information
necessary for this travel reimbursement and save the voucher. Upon saving,
the user will get the warning on the screen on the next page.
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{ZRegular Entry - Windows Internet Explorer

[_[=5]x]
g@t' IE htps: { Jwww, conmectnd.us/psp /ndfa/EMPLOYEE/ERP/CENTER _WOLICHER _INFORMATION YCHR_EXPRESS. GEL?Folder=MYFAVORITES jlﬁl || % In" Live Search 2
| File Edt View Favorites Tools Help
5 Favorites @ Reqular Entry

~NDF Q=

EQ

Mew Window | Help |

Irwnice line is withhold applicable hut withholding information not provided. (F030,347)
Mo withholding information has been entered for the voucher line that is marked as withholding

Press CANCEL to go back and enter the withholding information
Press OK 1o change all voucher lines to non-withholding and save the voucher,

OK Cancel

Aistant| | @ || & regular entry - windo...

|o|s[G@

Step Action
11.

This screen will appear whenever a non-reportable location is used on a

reportable vendor; in this case, an employee that also receives contract
pay.

Click OK to keep the reimbursement non-reportable.
oK
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|_[=]x]
@Bv |g hitps:/ s, connecknd.us pspndft [EMPLOVEE [ERPfc/EMTER _¥OUCHER_IMFORMATION, ¥CHR_EXPRESS, GELTPORTALPARAM_PTCNAY=EP_¥CHR_EXPRESS_C j ||+ x |:f Live Search Pl
| File Edt View Favorites Tools Hep

55 Favortes

(& reqular Entry

x«NDF T

=

Voucher

Eind an Existing Yalue | Add a New Value \

Business Unit: lﬁ Q

Voucher D: CEx

Voucher Style: [Reguiarvoucher 7]
Short VYendor Name:

7998958] Q
<Y

Mendor ID:

Vendor Location:

Address Sequence Number:

Invoice Number: [

Invoice Date: )

Gross Invoice Amount:
Lines Entered: 1

Add

0.00

Find an Existing Value | Add a New Value

@istart| | @ || & regular ntry - windo..

New Window | Help |

Step Action

12. In the next example we are going to pay this same employee a one-time

payment for contract work.

13.

set up for reportable payments. Click the Look up Vendor Location
(Alt+5) button.

An employee vendor ALWAYS defaults to their HOME location, which is not
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/= Regular Entry - Windows Internet Explorer

= e
GT\__: ) w [ €] https: iy conmectnd usfpspindft/EMPLOVEEERP/C(ENTER WOUCHER INFORMATION VCHR_EXPRESS.GELFPORTALPARAM_PTCNAV=EP_vcHR_ExpRess_c x| G || 44| || [82 Live search Rl
| File Edt wiew Favorkes Took Help

7 Favorites

& Regular Entry

~«NDFT+*

(=3

Mew window | Help | B,

Look Up Vendor Location
SetiD: SHARE

Vendor ID: 7999999
Vendor Lm:atiun:l hegins with j |

LookUp | clear | cancel |pasic Lookup

Search Results

12012

‘endor Location Description
1089 1089 REFORTABLE SERVICES
MAIN HOME

&/ start] J @ J & Regular Entry - Windo...

Step Action

14, This screen shows how Vendor Registry labels the location for
employees. Use the 1099 REPORTABLE SERVICES link.
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{ZRegular Entry - Windows Internet Explorer

g@:v |g‘ ek s, connectnd.us]pep/ndfLEMPLOYEE/ERRc/ENTER,_YOLICHER_INFORMATION ¥CHR_EXPRESS, GELZPORTALPARAM_FTCNAY=EF_VCHR_EXPRESS c)v| S8 ||#2|[x |f,' Live Search R~

| File Edt View Favorites Tools Help

5y Favorites @ Reqular Entry

+«NDF T+

ED
ew winoow | Help | /B
Voucher

{_Eind an Exisfing Value | Add a New Value
Business Unit: 32680 Q@

Voucher ID: MEXT

Voucher Style: Regular oucher hd
Short Wendor Name: IW Q

Vendor ID: [rosume

Vendor Location: IFO\

Address Sequence Number: |—1 Q

Invoice Humber: [PAY FOR SERVICES

Invaice Date: [versorzone [

Grossimice Amount: [ 5on.og
Lines Entered: [

Add

Find an Existing Value | Add a New Value

distant| | @ || & regular entry - windo...

| @

=
S «

Step Action

15. Finish entering your information on this page.

16. Click the Add button.
Add
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Regular Entry - Windows Internet Explorer

= e
@T\__: ) % [&] https: i conmectnd us/pspindft/EMPLOVEEERP/C/ENTER WOLICHER _THFORMATION VCHR_EXPRESS GELFPORTALPARAH_PTCNAU=EP_VCHR_EXPRESS_C x| 44| x| [@2 e search Rl
| File Edt wiew Favorkes Took Help

. Favorites

& Regular Entry

~«NDF T

Home

(=3

Mew Window | Help | Customize Page | B =]

| Invoice Information Y Payments | ¥oucher Afiribues |

Business Unit: 32580 irwvice Number; |PAY FOR SERVICES Budget Status:
Voucher ID: MEXT Invoice Date: D&/30/2009 [

Voucher Style:  Regular Action: ~| Run Print Invoice

PO Unit: Q. Purchase Order: @ CopyFO Worksheet Copy Option: |Mone -
Vendor: 7993999 Q *Pay Terms: 00 @, Now = Basis Dt Type Inv Date

Name: 7999999001 Q

Control Group: Q Comments(0
Location:  [1045 Q Accounting Date: m@
*Address: ,_1Q Advanced Vendor Search  *Currencyt ’EQ Non Merchandise Summary
TEST EMPLOYEE Total: [ o6oooo  Calculate

EMPLOYEES HOME ADDRESS
ANYWWHERE AVE
BISMARCK, ND 58501

Session Defaults
withholding

Packing Slip:

Invoice Lines

= Line ‘Distribute by Htem D i Quantity UOM Unit Price Extended Amount
1 [Amount =] | a | [ 500,00
Ship To SpeedChart
BLHSC QU o202 @ ™ Use One Asset ID Galculate
~ Distribution Lines
Exchange Rate

Y Satistics

Do Amount  Quantity *GL Unit  Account Openltem Oper Unit Fund Dept Program ~ Class Eﬁna”s Project Acthty i‘L:E

=r 1] eooo0 32500 O [p23085 Q Q feor @ 21z @ fozoz Q [SHECTETNEeY [z Q [z212 a [oo a [Frvo?

Business Unit: 32580

Moucher ID: NEXT

Print Invoice Imvoice Lines 0.000

Misc Charge Amount =
Freight Amount =)
4

&/ start] J @ J & Regular Entry - Windo...

Step Action

17. It is good practice to always click the Withholding link it if shows up on a
voucher.

ithholding
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7= Regular Entry - Windows Internet Explorer

M E
; : = L (R RIRSN S L2 -
&y ® | 8] hetps: fumer. connsctndusipsp/ndft/EMPLOYEE[ERFCENTER _YOLICHER_INFORMATION VCHR_EXPRESS. GBL7PORTALPARAM_PTCHAY=EF_VCHR_EXPRESS_G E 63 | &5 Live Search
| File Edk Wiew Favorites Tools Help

¢ Favorites @ Regular Entry

x*NDFT#*

=

Mew Window | Help | Customize Page | B

Withholding Information
Backto Invoice

Unit: 32580 Invoice:  PAY FOR SERVICES Vendor: 7993998 TEST EMPLOYEE
VAT Entity: Voucher: MEXT Date: 0B/30/2009

Postpone Withholding [~

Invoice Line Withhold Information ni First [ 4 o1 4 [F] Last

Line Description i i i =

Code
9 ~

Withholding Details c i First [ o 4 [¥] Last

i
“Entity “Typ * Jurisdidtion | * — N Contract |Rule
’7 = Twpe [ ;! e Reference | Override Withhnldm Applicable

‘ W‘WQ“'IDTO\ W |Tqy “ “_O\‘F‘aymam I ‘-‘E

m

&/ start ] @ J & Regular Entry - Windo...

Jolz_ =

Step Action

18. As you can see, there is withholding information associated with this

location. Click the Look up Class (Alt+5) button if you need to see if any
other withholding classes are available.

=
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{ZRegular Entry - Windows Internet Explorer

[_[=5]x]
) . = = & ||+ 7] ol
‘C/" €] https://wnw. connectnd.us/psp/ndft/EMPLOYEEIERPjc/ENTER _¥OUCHER _INFORMATION . ¥CHR_EXPRESS, GBLZPORTALPARAM_PTCNAY=EP_VCHR_EXPRESS G = 7| X 3 Live Search
| File Edt View Favorites Tools Help

5 Favorites @ Reqular Entry

++NDF T+

=
Mew window | Help |
Look Up Class
Vendor SetiD: SHARE
Vendor ID: 7909309
Wendor Location: 1099
Withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1089
Withholding Class: [begins with =] [

LookUp | clear | cCancel |pasic Logkup

Search Results

12 0r2
fthholding Class Description

Other Income

=
=

=
=

ban-Emplovee Compensation

Aistant| | @ || & regular entry - windo...

IEND

Step Action

19. In this situation we want to leave the class as 07 for Non-Employee
Compensation because the payment is for services. Class 03 should be
used for unearned income only (no services were provided).
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{ZRegular Entry - Windows Internet Explorer

[_[=5]x]
6@. 4 IE httDsINWWW.Conr\ectr\d.ustsDfr\dftﬂEMPLOYEEﬂERFﬂc/ENTER,VOUCHERJNFORMATION.VCHR,EXPRESS‘GBL?PORTALPARAM,PTCNAV:EP,VCHR,EXPRESS,EJI_I Frf| X Il.,. Live Search P
| File Edt View Favorites Tools Help
5 Favorites @ Reqular Entry

««NDF T+

=
Mew itiindow | Help | Customize Page |
ﬁ' ffding Information
< Backlo Invoice
it 560 Invoice:  PAYFOR SERVICES Mendor: 7333393 TEST EMPLOYEE
WAT Entity: Voucher: NEXT Date: 0B/30§2008

Postpone Withholding [~

Invoice Line Withhold Information

Line Description

Code

‘Withholding Details

'Withholding
R N —— - Contract  |Rule
Entity Tvpe Jurisdiction *Class Basl[s[ml\;m Reference |Qverride \Mlhhnldm Applicable

| 1|,FQ|WQ IEQ IDTQ [ [ |,_Q|F'ayment |-|E|

Aistant| | @ || & regular entry - windo...

| o

=
S «

Step Action

20. Click the Back to Invoice link.
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{ZReqgular Entry - Windows Internet Explorer [_[=5]x]
6::: w [ httpsiforens connectnd.us/pspindft{EMPLOVEE ERPfc/ENTER_VOLICHER_INFORMATION, VCHR,_EXPRESS, GBLIPCRTALPARAM_PTCNAY=EP_icHR_ExPRESS < 7| G |[%#|| X | [ Live Search £~

| File Edt View Fawvorites Tools Help

=R

i Favorites @ Reqular Entry

~*NDFT#*

Wew Window | Help | Customize Page | 5 <

| Imvoice ion

Payments | ¥oucher Aftributes |

Business Unit: 32580
Voucher ID: MNEXT

BISMARCK, ND 58501

~ Distribution Lines
GL Chart

Voucher Style:  Regular Action: =] Run | Printinvoice
PO Unit: @ Purchase Order: @ CopyPO Worksheet Copy Option: [fione 7]

Vendor: 7995999 Q *Pay Terms: [o0 @ mow F  BasisDtTwpe InvDate

Name: | [CECECERTTIES Control Group:  a Comments(;

Location:  [1098 Q Accounting Date: [o7inzrz008” B

‘adaress: | 1 QU guvanceq vendor Search  *Currency: [oso e Mon Merchandise Surmmary
TEST EMPLOVEE Totak [ eonoo | Calulate

EMPLOYEES HOME ADDRESS Session Defaults
ANYWHERE AVE Withholding

Invoice Lines

[E][S] Line ‘Distributeby Item Description Quantity UOM  Unit Price Extended Amount
1 [amount x| | a | Q 600.00
Ship To SpeedChart

BLHSC @ J0202 & I™ Use One Asset ID Galculate

Exchange Rete | Swlislics | Assets

Invoice Number:  |PAT FOR SERYICES
Invoice Date: |pes30r2009

Budget Status:

Packing Slip:

First “ 1 o171 " Last

Customize | Find | vies

Copy
Down

EEC 1

Business Unit: 32580

Voucher ID:  NEXT

Print Invoice

Amount  Quantity *GLUnit  Account Openiter Oper Unit Fund Dept Program  Class Eﬁnﬂ“s Project Activity Source

Unit Type
600.00 32600 O [623085 Q Q [an @ [nz @ ooz Q Q [a0170 @ [32800 Q [z212 a [oo @ [rrvor

Invice Lines 0.000
Misc Charge Amount =3

Freight Amount ,— =]

<
distan| | @ || @ regular Entry - windo... | @ ‘ g F

Step

Action

21.

After checking the withholding link, you can save and budget check the
voucher.

22.

You have just seen how to select the proper location when paying state
employees. By selecting the correct location for your situation, you can save
your agency and the employee a headache!

If you would like more detailed information on paying employees, please see
the web site at Paying State Employees.
End of 3.1.2.
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3.1.3 -Checkoff Refunds from Commodity Groups

Checkoff Refunds from Commodity Groups

This topic concerns AP users from the agricultural commodity groups that enter
vouchers for their check-off refunds of grain tax assessments. It can also be
instructional to other agencies as to why they should not select any location that says
"Commodity Group Use Only."

Procedure

Several state agencies are also agricultural commodity groups, who do special reporting
on an IRS 1099-G form. Vendor Registry has set up unigue locations for them to

use. For this exercise, pretend that you need to refund a tax assessment for an
agricultural commodity.

Like the previous example for paying state employees, screen shots are used in the
following pages rather than using personal information on a vendor.
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ZRegular Entry - Windows Internet Explorer

5:: ) @[] hetps:juan connectnd.us/psp/ndftEMPLOYEE[ERP][ENTER_YOUCHER_IHFORVATION. YCHR_EXPRESS. GBL?PORTALPARAM_PTCHi=EP_UCHR_ExPReSs_c || b | |42 || X | [ Lie search p-
| File Edt View Favortes Tools Help

57 Favorites

& Regular Ertry

++NDFT+*

=
new yindow | Help | ),
Voucher

[ Find an Existing Value §” Add a New Value |

Business Unit: 32580 QL
‘oucher ID: NEXT
Voucher Style: Regular Voucher -

Short Vendor Narme: Q

Vendor ID: 0000108213
Wendor Location: Q.

Address Sequence Number: 0Q

Imvoice Number:

Invoice Date:
Gross Invoice Amount:

Lines Entered:
Add

Eind an Existing Yalue | Add a Mew value

distat| | & || € regular entry - windo...

N\

Step | Action \

1. Go to Accounts Payable > Vouchers > Regular Entry again.

2. Enter the correct vendor number into the Vendor ID field.

Click the Look up Vendor ID (Alt+5) button to verify the vendor name.

=
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Regular Entry - Windows Internet Explorer

6‘\ % [ ] https:forenconnectnd.us/pspindftEMPLOYVEE /ERF{c/ENTER_VOLICHER_INFORMATICH. VCHR_EXPRESS GBLIFCRTALPARAM_FTCHAY=EP_vcHR_ExPREss ¢ 7]| B || 42| | [ Live Search L

| File Edit View Favorites Tools Help

¢ Favortes @& Reqular Entry

~+*NDFT+*

Home:

=3

Mew Window | Help | [,
VYoucher

J Eind an Existing Value_}” Add a New Value

Business Unit: [3zs80 |

Voucher ID: e

Voucher Style: [Regularvoucher =]
Short Vendor Name: MO\

vendor ID: [poootoazts | @

Vendor Location: MAIN

Address Sequence Number:[ 1 @
Imvoice Number:

[
Imvoice Date: )

Gross Invoice Amount: 000

Lines Entered: 1

Add

Find an Existing Value | Add a New Value

#istan| | & || & regular entry - windo...

| @

=
g «

Step Action

4, Next, click the Look up Vendor Location (Alt+5) button.
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{2 Regular Entry - Windows Internet Explorer

MEIE
G:v [ ] https: v conmectnd.usipspindfL/EMPLOVEE/ERPfc JENTER_VOLICHER_INFORMATICN ¥CHR_EXPRESS GBLPPORTALPARAM_PTCNAV=EP_V/CHR_ERPRESS_C jl&l *2)| x| |83 Live search Ll
| File Edt View Favortes Took Help
¢ Favorites @ Reqular Entry

s*NDFT+*

=0

Mew Window | Help | §,

Look Up Vendor Location

SetiD: SHARE
Vendor ID: 0000109213
Vendor Location: [begins with ] |

LnnkUpl Clear | cancel |EIasiannkun

Search Results

12 of2
uendor Locanonpescrmon ]
1099-G COMMODITY GROUP USE OMLY
MAIN ALL PYMTS REPORTABLE OR MOT

i start J @ ] {& Regular Entry - Windo...

Jolz [

Step Action
5.

In this case, we need to make sure that the location called "1099-G" is
selected. (As you can see by the description, only commodity group
agencies should use this location.)

Click the COMMODITY GROUP USE ONLY link.

[COMMODITY GROUP USE DMLY
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{ZReqular Entry - Windows Internet Explorer

- [=2]x]
g-:: ;v |g, hittps:j s, connectnd. usipspindftEMPLOYEEJERP/CENTER_VOUCHER _INFORMATION.WCHR_EXPRESS. GBLIFolder=MYFANORITES j YIRS |-'fLive Search R~
| File Edt View Favortes Took Help

¢ Favorites (@& Regular Entry

x«NDFT#+

biutiChar

ER

Iews Window: | Help |

nee
VYoucher

{_Find an Bxisting Value_}” Add a New Value

Business Unit: 32580 QL
\foucher ID: NEXT
Woucher Style: Regularvaucher |

Short Vendor Name: REPORTABLE-001 QY
Vendor ID: 0000109213 Q
Vendor Location: 1099-G Q

Address Sequence Number: 1Q

Imvoice Number: [refund tax assezsment

Imvoice Date: 06/22/2008 [
Gross Invoice Amount: 50.00]
Lines Entered: 1

Addd

Eind an Existing Value | Add a New value

i start J @ ] /& Reqular Entry - Windo...

Jolz

Step Action

6. Complete the rest of the fields on this page. Click the Add button.
Add
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egular Entry - Windows Internet Explorer

6:: - |E hitkps: e, connectnd.uspsp/ndftIEMPLOYEEIERP f/EMTER_VOUCHER _INFORMATION.VCHR _EXPRESS. GEL?PORTALPARAM_PTCNAY=EP_VCHR_EXPRESS G, j 8 ||+ x |f,' Live Search P
| File Edt View Favorites Tools Help

7 Favorites

& Regular Entry

««NDF T+

EQ

Hotne:

Mew itiindow | Help | Customize Page | =

e

(" Imwice ion ' Fayments | Voucher Aftributes |

Business Unit: 32580 Invoice Number: |Refur|d of tax assessment

Budget Status:
Voucher ID:  NEXT Immice Date: 067242009 [5)
Voucher Style:  Reqular Action: - M Print Invaice|
PO Unit; @ Purchase Order: Q | CopyPO Worksheet Copy Option: | Mone >
Vendor: 0000109213 Q “Pay Terms: o0 Q Now = Basis Dt Type Inv Date
Name: REPORTABLE-0D1 Q Contral Group: Q Comments(Q
Location:  [1009-G Q Accounting Date: 17022009 5

*Address: 1 pdvanced Yendor Search  “Currency: usD @ Mon Merchandise Surnmary

1099 REPORTABLE TEST VENDOR Total: 5000 _Calulte

ADDRESS WHERE 1098 WILL BE Session Defaults
MAILED

iinholding
PO BOX NOWHERE
BISMARCK, MD S8505-0000

Packing Slip:

Invoice Lines

E= Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 [Amount =] | 50.00

Ship To SpeedChart
BLHSC Q@ Q

~ Distribution Lines
GL Chart

[” Use One Asset ID Calculate

Exchange Rate | Statistios

Gy pmount  Quantity 'GLUME  Account Openitem Oper Uit fund  Degt Do gmss  ECHUS
=i

T Project Activity Source
1 50.00 37600 O Q Q Q Q Q Q Q a] [
Business Unit: 32580

Moucher ID:  NEXT

Print Invoice] iwoice Lines 0.000

Misc Charge Amount

Freight Amount |— =

« | ;l_l
i start J @ ] /& Regular Entry - Windo... J o7 |:

Step Action

7. This voucher is a perfect example of where the vendor is reportable, but the

payment we are making is not.
Click the Withholding link to double-check that there will be no reporting.
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{2 Regular Entry - Windows Internet Explorer

@*E )@ [£] Hetps: juom connectnd,usipspinclit [EFMPLOYEE/ERPYc/ENTER_YOLICHER INFORMATION,VCHR_EXPRESS GBL7PORTALPARAM PTCHAY=EP_vCHR_EPRESS_C 7| &b |[#9] (3| [8 Live Search £~

| File Edit View Favortes Took Help

¢ Favortes @ Regular Entry

«+NDFT**

(=

e Window | Help | Custorize Page | [

Withholding Information

Hackin ingicel
Unit: 32580 Invoice:  Refund of tax agsesement Vendor: 0000108213 1098 REFORTABLE TESTWENDOR
AT Entity: Moucher: NEXT Date: 0B/24/2008

Postpone Withholding [

Invoice Line Withhold Information nd | view Al First (4] 1 or 1 [M] Last

.
Line Description i i B8

Code
1 2

Withholding Details @ | Fing |\ B First [ o1 B Lot

‘Withholding
5 = * Jurisdiction | . Contract  |Rule
Entity  |*Type Jurisdiction | "Class :‘:l::lrs"::n Override \Mthhnlﬂm Applicable ’7

[T aC—a A e | T [BE

) start J @ J /€ Regular Entry - Windo... J ) | 2 F

Step Action

8. There is no 1099 information filled in above because we selected the correct
location. That means there will be no reporting on this voucher. Click
the Back to Invoice link.

9. Whenever a non-reportable location is selected on a reportable vendor (such

as this vendor), the user will get the error message on the next screen after
clicking SAVE.
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{ZRegular Entry - Windows Internet Explorer

[_[=5]x]
@;‘/ | - |g‘ https: [ funsn, connectnd us/psp ndft/EMPLOYEE/ERPC/ENTER_WYOUCHER_INFORMATION. WCHR_EXPRESS, GEL?Folder=MyYFAVORITES j 8 ||+[x |E" Live Search R~
| File Edt View Favorites Tools Help
¢ Favortes @ Regular Entry
«+NDFT#*
=
ew Window | Help | /&,
Irwnice line is withhold applicable hut withholding information not provided. (F030,347)
Mo withholding information has been entered for the voucher line that is marked as withholding
Press CANCEL to go back and enter the withholding information
Press OK 1o change all voucher lines to non-withholding and save the voucher,
OK Cancel
i/ start J @ ] /& Regular Entry - Windo... J o | T |3@

This warning message will appear when saving a voucher on a reportable
vendor where the 1099 information is removed, like in our current
example. The system is giving you the option of going back to enter the
missing withholding information - by clicking CANCEL - or keeping the
voucher lines as non-withholding - by clicking OK.

Since we do not want reporting on this voucher, click the OK button.

o]

11.

After clicking the OK button, users would normally budget check the voucher
and continue processing it for payment. We will stop here for this topic.

12.

This topic is important for all users that enter vouchers for state commodity
groups. It also serves as an example to other agencies why they should
NOT be using this location for their payments.

End of 3.1.3.
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3.1.4 -How to Remove Withholding in Voucher

How to Remove Withholding in Voucher

The following is a short topic to show how easy it is to remove withholding from a
voucher, based upon the reason for the payment, not the vendor itself. For more details
about this important distinction, please read Reportable Vendors vs Reportable
Payments.

For more information about the withholding link in vouchers, see the other OnDemand
topics or this website: Correcting Withholding Information Within Voucher.

Procedure

Quite often voucher users will have to make a payment to a vendor that is reportable
(an individual, partnership, etc.), but the reason for the payment is not reportable on a
1099-MISC form. In the following example, we are going to buy some electric cable
(non-reportable good) from a business that is a sole proprietorship (reportable vendor).

Step Action

1. Click the Accounts Payable > Add/Update > Regular Entry link to begin a
new voucher.

2. To search for Johnson Electric, enter "johnson" into the Short Vendor
Name field.
Click the Look up Short Vendor Name (Alt+5) button. @

3. Since Johnson is a popular name, you will have to look for the correct

vendor name. Click the JOHNSON ELECTRIC link to use in this voucher.
HOHNSON ELECTRIC]

4, Voucher enterers should always verify that they are using the correct
location on a vendor. Click the Look up Vendor Location (Alt+5) button.

=

5. In this case, this vendor has only the MAIN location, so go ahead and click
the Cancel button to get out of that screen.

6. Complete the remaining fields on this page for the Invoice, Date, and
Amount. Click the Add button.
Add
7. Since we are purchasing a tangible good like electrical cable, we will want to

make this payment not reportable on a 1099-MISC. Click
the Withholding link on the Invoice Information page. The screen on the
next page will appear.
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{2 Reqular Entry - Windows Internet Explorer

@;‘/ =[] https: ivurr connectnd.usipspincft fEMPLOVEE [ERPfc /ENTER_YOLICHER_IMFORMATION, ¥CHR_E<PRESS, GEL7PORTALPARAM_PTCNAYV=EP_vCHR_ExprEss <= &b [|42|[ x| [8% Live Search £~

| File Edt View Favorites Tools Hep

r Fawarites (@ pegular Entry

++NDF T+

=

New Window | Help | Custornize Page | &

Withholding Information

Hatkiniaite

Unit: 32580 Invoice: Purchase Electric Cable Vendor: 0000019192 JOHNSON ELECTRIC
VAT Entity: Voucher: NEXT Date: DB/071/2009

Postpone Withholding ™

Invoice Line Withhold Information

First 14 1 or 1 [¥] Last

Line Description \Withholding
Code
1

Withholding Details First (8 4 ot 1 B Last

‘Withholding

Entity |‘Tvpe | “Jurisdiction|*Class |Basis Amt Eg,";z““m %ma \?\'En%m auf, | Boplicable
[ afmsalfm a foral [ arament \_ 7 _J1[=
Wstrt] | & [ wesutor sy o | o[GE
Step Action
8. It is best to remove both checkmarks wherever it says Withholding
Applicable on this page.
9. Click the Back to Invoice link at the top left of the screen. This will save

your changes to this page.
Back to [nvoice

10. IMPORTANT: After the user is done entering the rest of the voucher
information and clicks SAVE, they may receive a warning message about
the withholding information. If such a message appears, just click OK to
keep the voucher non-reportable.

11. That is all there is to removing withholding on a voucher!
End of 3.1.4.
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3.1.5 -Selecting the Correct Withholding Class

Selecting the Correct Withholding Class

Whenever the withholding link shows up in a voucher, the user must make some further
decisions than just entering the correct accounting chartfields.

1. First, the correct location must be selected (see topic 3.1.1 on Choosing the
Correct Location).

2. Second, decide whether or not the reason for the payment is reportable.

3. Ifitis, the next step is to determine the appropriate withholding class for that
particular payment. That choice will be addressed in the following topic.

1099-MISC reporting is sent to the IRS by separate withholding classes. For a
complete description of these classes, see the web page at Explanation of Different
Withholding Classes.

Procedure

The following screens show how to change the withholding class from the default that
will automatically fill in on a reportable vendor.

Step Action

1. Start a new voucher by going to Accounts Payable > Vouchers Regular
Entry.
2. In this sample voucher, we are going to pay Twin City Roofing for leasing

some equipment from them. Enter "0000000354" into the Vendor ID field or
look up “Twin City” in the Short Name field.

3. Click the Look up Vendor Location (Alt+5) button.

4. Two locations will appear: BIDS (for SPO Use Only) and MAIN. If your
agency is not “SPO,” click the MAIN link.

5. In this example, we are going to pay this vendor $500.00 for rent. Click the
Add button when this page is complete with Invoice Number, Date, and
Amount. Add

6. Click the Withholding link on the Invoice Information page.
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Step Action

7. Before we continue, the concept of a default withholding class must be
explained. All vendors with 1099 information must have one class set up as
a default in case the voucher enterer forgets to select one. Since most
1099-MISC reporting is made on the 07 class for Nonemployee
Compensation (services), Vendor Registry usually sets up new reportable
vendors with this default.

Just because this default class fills in automatically, it does not mean that it
cannot be changed. Agencies must determine which class will best apply to
each payment.

{2 Reqular Entry - Windows Internet Explorer [_[5]
@_\t‘/ w [&] https: s connctnd.usipspincft [EMPLOVEE [ERPfc /ENTER_YOLICHER INFORMATION,¥CHR_E<PRESS, GBLTPORTALFARAM_PTCNAV=EP_vCHR_ExprEss ¢|7|| &b [[42|[ x| [8 Live Search R

| File Edit View Favorites Tooks Help

¢ Favorites (@ Reqular Ertry

xNDF T

=
Mew Window | Help | Custamize Page | 5

Withholding Information

Backio Invoice

Unit: 32580 Invoice:  Change withholding class Vendor: 0000108213 1099 REPORTABLE TEST VENDOR
VAT Entity: Voucher: NEXT Date: 06/05/2009

Postpone Withholding [~

Invoice Line Withhold Information ne First 4] 1 or 1 [V Last

Line Description

Code

9 ~
Withholding Details _Custornize | Find | Al B Fire 2 [ 4 or 1 (M) Last
‘Withholding
A - Contract |Rule
’7 *Enti “urisdictio 1as’ Basls_nmt Reference |Override \Mlhhuldm Applicable
; Override
‘\RS Q‘ oga Q |[FED Q\ |[o7 [ | Q‘F‘aymem =2 |-‘E|

Step Action

8. To see which withholding classes are available for this vendor, click
the Look up Class (Alt+5) button.
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LCooK Up Class

Vendor SetlDx: SHARE
Vendor ID: 0000000354
Vendor Location: hAIN
‘Withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1099

Withholding Class: hegins with » |

Look Lip Clear Cancel |Basic Lookup

Search Results

Mieww 100 First 4] 5 9f5 ] Last
Withholding Class Description

o Rents

oz Rovalties

o3 Other Incame

il Medical and Health Care Pymnts
oar Mon-Emplovee Compensation

Step

Action

A pop-up screen will appear. In this example, the vendor has five different
classes set up. Since we want to make a rent payment to this vendor, click

the 01 link.

If the class you need for your voucher does not appear in this list, contact
Vendor Registry right away through their Work Request System, and they
will set up the classes necessary for payments to this vendor.

10.

Click the Back to Invoice link.

Backto lnvaice

11.

This concludes the instructions on how to change a vendor's withholding
class.
End of 3.1.5.
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3.1.6 -Reportable & Nonreportable - Using the Override Field

Reportable and Nonreportable - Using the Override Field

Following are instructions on the quickest method to reduce the amount that should be
reported on a 1099-MISC from the total voucher amount.

Procedure

There is an easy way to change the amount reported on a 1099-MISC form instead of
just reporting the entire voucher amount. Some examples of when you may have to split
the voucher amount between reportable services and non-reportable payments:

1. Repairs that involve parts and labor
2. Paying for contracted services and reimbursing travel expenses

Step Action

1. Start a new voucher by navigating to Accounts Payable > Vouchers >
Regular Entry.

2. We are going to use vendor #'0000099644" in this voucher. (There is only
one location of MAIN for this vendor, so you can skip looking up the
location.)

3. We are going to pay this plumber $1,000.00. Click the Add button after
completing the remaining fields on this page.

Add
4. Of that $1,000, only $600 is for services provided. Click the Withholding link

on the Invoice Information page for a quick method of changing the

reportable amount. The screen on the next page will show you
how.
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/= Regular Entry - Windows Internet Explorer [_[=2]x]
@;: £ |g https: fvmr. connectnd. us psp/ndft/EMPLOYEE [ERFYc (ENTER _VOUCHER_INFORMATION VCHR _EXPRESS. GEL?PORTALPARAM_PTCHAY=EP_V'CHR_EXPRESS_C j 4 || 49| X | [ Live search P~

| File Edk View Favorites Togks Help

57 Favarites @& Regular Entry

**NDFT#*

=13

New Window | Help | Custarnize Page | 5,

Withholding Information

Backio Invoice

Unit: 32580 Invoice:  Use override field Vendor: 0000098644 B &L PLUMBING
VAT Entity: voucher: NEXT Date: DBI2Z0i2009

Postpone Withhelding [~

Invoice Line Withhold Information nd | View A First [4 1 o1 4 M Last

Line Description

Code

f W~

Withholding Details Customnize | Find | Yiew First (€ 1 o1 1 [¥] Last

hholding
et . PP N — - ontract  Rule Apply _
Entity Type Jurisdiction | *Class :?I“A;m Reference Override |Withholding | 2RRlCable
‘ 1‘\»?5 Q|1n99 allfFep @ |for @ 600.00] ‘ Q‘F’aymam | ~ “EI
disart| | @ || @ Regular Entry - windo... | 0| B@

Step Action

5. Enter "600.00" into the Withholding Basis Amt Override field.
6. Click the Back to Invoice link, which will save your change.
7. This method is especially useful when the agency is only using one invoice

line or one distribution line to charge the entire voucher amount to a single
account or speedchart. By using the override field, only the $600 will be
reported on this sample voucher.

8. It is not immediately apparent that only $600 of this voucher will be reported
— you have to trust that the override field will work. After this voucher has
posted, check the Vendor Balances by Class screen. It should show only
$600 was reported on this particular voucher. (If you do not know how to
look up the Vendor Balances by Class, see 3.4.1 on pages 90-97.)

9. If this method does not work for you, see the next topic called "Using Two
Invoice Lines" to see how to split the reportable amount from the non-
reportable amount within a voucher. Otherwise, these steps are all you have
to do to reduce the amount that is reported!

End of 3.1.6.
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3.1.7 -Reportable & Nonreportable - Using Two Invoice Lines

Reportable & Nonreportable - Using Two Invoice Lines

See Topic 3.1.6 for the easiest way to split a voucher between reportable and non-
reportable amounts. However, that method will not work in every situation. The
following topic shows an alternate way to split 1099-MISC reporting by using two invoice
lines instead.

Procedure

Payments for repairs often contain non reportable items like parts and reportable
services such as labor. This learning topic will demonstrate how to enter two invoice
lines on a voucher when you want to split out the payment for reporting on a 1099-MISC

form.

See also the topic on "Using the Override Field" which provides essentially the same
end result, but is an easier procedure.

Step Action

1. Go to Voucher Regular Entry for a new voucher and enter "0000099644"
into the Vendor ID field for this example.

2. Continue entering the fields on this page, but be sure to not click “Add” until
you read the next step!

3. NOTE: This is where we differ from entering most vouchers. To split your
voucher between a line that needs to be reported on a 1099-MISC and a line
that is non-reportable, enter "2" into the Lines Entered field.

4. Now click the Add button.

Add

5. We are going to use the two invoice lines of this voucher to separate the
costs of parts and labor. Enter the desired speedchart or chartfield data for
repair parts on the first invoice line.

6. Click the View All link on the far right of the screen to see both invoice lines.

7. Since the second invoice line is going to be for the reportable amount, enter
a speedchart or chartfield data for services field.
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= Regular Entry - Windows Internet Explorer

@TQ- [ ] http: v connectnd.us psp/ndit [EMPLOYEE/ERPc/ENTER_YOLCHER_INFORMATION.VCHR _EXPRESS. GEL7Folder=MYFAVORITES =1 & [[#2)| x| [ Live search B~

| Fie Edt View Favorites Tools Help

¢ Favorites @ Reqular Entry

+«NDF T+

=R
Vendor: 0000089644 Q “Pay Terms: 00 Q, Now =] Basis Dt Type Inv Date B
Name: BELPLUM-D0T O Control Group: Q Comments(d
Location: MAIN Q Accounting Dates 08/06/2000 [
*Address: 1O advanced vendor Search  *Currency: UsD & Hon Merchandise Summary
B &L PLUMBING Total: 750.00 Calculate
M1 ETHAVE C SEEEI0n Damsyts
LISBOM, ND 58054 Withholding
Packing Slip:
Invoice Lines
[=] Lne -“Distribute by Item ipti Quantity UOM Unit Price Extended Amount
1 [Amount =] | a | [ Q| [ 250.00]
Ship To SpeedChart

BLHSC Qo202 @ I” Use One Asset ID

~ Distribution Lines
GL Chart Exchange Rate | Statistics | Assets
comy Amount  Quantity *GLUnit  Account Openitem Oper Unit Fund Program  Class  SCDUS  project Acthvity Source

=r 0.00 32500 O [534035 Q Qa1 @ 1z o fozez Q Q_ [e0170" @ [32800 @ [z212 Q Joo Q [Frro7

Calculate

|3 First *1or1 7 Last

e

= Line “Distribute by Hem iptis Quantity UOM Unit Price Extended Amount
2 [amount =] | Q| [ [a] 0.00

Ship To SpeedChart
BLHSC  Q fo202  Q I Use One Asget ID

~ Distribution Lines

Calculate

First 1 of 1 1] Last

6L Chart Exchange Rate | Statistics
%ﬁl" Amount  Quantity “GLUN  Account Openitem Oper Unit Ffind Program  Class EE“E“S Project Acthvity Source g

B

= 1 0.00 37500 Q [621325 Q Q a1 | Q

Business Unit: 32580

Q Q [ao170 Q@ ?zsnn Q [z212 @ o0 @, [Frvo7

Youcher ID: MEXT

Invoice Lines
Print Invoice 3

Misc Charge Amount
Fraight Amount

| e
OHrE

4]
distart| | @ || @ regular entry - windo... I

Step Action |

I
/ I
I

8. Change the amount in the Extended Amount field for the cost of the parts
involved on the first invoice line. Entgr "250.00".

9. Change the Extended Amount fielcﬁ on this line to represent the cost of the
services. Enter "500.00" here.

10. Let's see what the Withholding link looks like now.

ithholding
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{ZRegular Entry - Windows Internet Explorer

@_.;: = [&] hitps i, connectnd.usipspindftjEMPLOYEE ERP < /ENTER,_#OUCHER_INFORMATION.YCHR,_EXPRESS, GBL?Folder=MYFAVORITES [=1| & [ )| | |82 Live search £l

| File Edit View Favorites Tools Help

< Favorites @& Reqular Entry

«*NDFT#*

B

Mewe Window | Help | Custamize Page | &)

Withholding Information
Backto Invoice

Unit: 32580 Invoice:  Split labor & parts Vendor: 0000099644 B &L PLUMBING
VAT Entity: Voucher: NEXT Date: 06/10/2009

Postpone Withholding [~

Invoice Line Withhold Information i g -2 of 2 EE]
-
Line Description ing A ‘—.El/,
Code

4 |ml

Withholding Details

Cuslomize | Fin e
Withholding
g - . et | Contract |Rule
FM Twne Class |Basis Amt Reference |Override wnnnnlum Aoplicable e
Override
|1‘\RS Q‘wwo\ FED & ||o7 Q| | O\‘Paymenl ‘ _l' T.‘EI

FHE

Line Description “Withholding Applicable
2 I

Withholding Details Customize | Find [ view sl | 38 First B 001 [F Last

Withholding
e . P Y " Contract |Rule
“Entity Type Class Baslsrnmt Reference |Override Wi(hhnldm foplicable.
Override
| w‘ms Q‘waa @ |FED @ |lo7 Q| | Q‘Paymenl ‘ |.‘E|
distort] | @ || Regular Entry - windo... | o2 GE

Step Action

11. Make sure that both invoice lines appear on this screen by clicking ‘View All’
if necessary.

12. We do not want Line 1 to be reportable, because it is for the parts
amount. Click the Applicable option A. Click the Withholding
Applicable option B to remove this checkmark as well.

13. Leave the second line alone to report the $500.00 in services. Click
the Back to Invoice link.
14. Once you are confident that the right amount will be reported on this

voucher, save and budget check as normal.

15. PLEASE NOTE: As far as the IRS is concerned, it is perfectly legal to report
the entire bill for repairs, parts and labor included. This is especially true if
the parts were “incidental,” or a required part of the repair. If an agency
buys extra supplies to have on hand, they would not be reportable.

End of 3.1.7.
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Lesson 3.2 — Running 1099 Queries

Running 1099 Queries

Navigation: Reporting Tools>Query>Query Viewer

Queries have been developed to help agencies track payments that may or may not
show up on the 1099 reporting tables. Users do not need to have the 1099 Maintenance
role to run these, but they do need access to Query Viewer.

The following queries will be discussed along with how to read and use them before
doing any maintenance online:

e NDS_1099 MISMATCH
e NDS_1099 ACTIVITY
e NDS_ACCOUNT_INQUIRY

The first two are both required to be run and reviewed by agencies each year. The third
query is to provide additional information only.

3.2.1 — Mismatch Report

Reporting Tools > Query Viewer > NDS_1099 MISMATCH

This query replaces the online report that came delivered with PeopleSoft. This query is
better to use than the online version for these reasons:

1) Users do not need the 1099 Maintenance Role, just access to Query Viewer;

2) We have expanded the query to include account numbers per request by
agencies;

3) By downloading the query into a spreadsheet, users can sort the information in
any format they choose.

This query is a good starting point in your 1099 maintenance. Like the old Mismatch
Report, this query will identify those vouchers that have a different withholding status
than the vendor.

How to Run Queries

Search for the query name above, then select ‘Run to Excel.” Enter your business unit in
the prompt and the date range you wish to check on. Click ‘view Results.” Agencies
need to keep in mind the following items:
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¢ |f your agency uses more than one business unit, you will have to run this report
for each unit.

e If your agency has a lot of voucher transactions — whether or not your agency is
one of the larger ones — you may want to run this query for a month or a quarter
at a time. The query will time-out if there are too many transactions.

Reading the Results

While analyzing the query results, take notice that your vouchers are broken down by
voucher line and distribution line. If you do have more than one line in either column, the
total voucher amount may show up more than once in the last column.

Example: A voucher has three invoices lines. This is what the query will show:

Voucher Line Account Line Amount Gross Amount
1 521075 443.520 615.220
2 521080 161.700 615.220
3 521025 10.000 615.220

The amount of the voucher is only $615.22 — the query just has to list the amount for
every voucher or distribution line.

Line W/H
If there is an “N” for your vouchers in this column, it means the vendor is a
reportable vendor, but that particular voucher did not have reporting information
entered.

Vendor Registry often sets up a vendor as reportable because it is a sole proprietorship,
partnership, individual, or other type of entity that requires 1099 reporting. That does not
mean that every payment to them needs to be reported, however.

Your agency’s payments to this vendor may not need to be reported, especially if they
are for refunds or the purchase of goods. Therefore, it is OK to have vouchers show up
on this report. Some common vendors that may show up to your surprise:

X3

A

Prairie Rose Data Products
Dakota Awards

Great Capital Lunch Room
Midcontinent Business Solutions
Employees

X3

8

X3

8

X3

A

X3

S

The first three businesses listed above are sole proprietorships that could possibly
receive payments for services that would be reportable. If the correct location was used
for making payments for goods to these vendors, they should be showing up on this
report. Just look at the account number listed to make sure it is for a commodity and not
a service.
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Midcontinent Business Solutions is a partnership that supplies utilities that are not
reportable, such as cable, phone, and Internet, but they also offer advertising and other
services. A quick look at the account number on this report should tell you whether or
not that voucher should be reported on a 1099 or not.

Employees: As of January 1, 2007, Vendor Registry established a policy that a new
vendor number will not be issued for a current state employee unless that individual is
performing services under a business name and/or separate TIN. If any employee
needs to be paid for services that are reportable, a location will be added to their
employee vendor for that purpose and withholding will be turned on. Because of this,
you may notice employees showing up on the Mismatch query, especially if you paid
them travel reimbursements on their HOME location. Again, this is OK — but it should
also flag payments to employees that really should be reported, but were paid on the
wrong location (using the HOME location rather than the 1099 Reportable location).
Please watch the account numbers used on all vouchers in this report to separate these
payments.

Occasionally a “Y” may appear in the ‘Line W/H’ column. That happens when a vendor
and its vouchers are initially set up for 1099 reporting, but Vendor Registry determines
that the vendor should not have withholding and removes the reporting information. This
will create a mismatch with your agency’s vouchers. Please inform Vendor Registry
when this occurs. Users with the 1099 Maintenance role can clean up their agency’s
vendors, but that vendor may be paid by more than one agency, and Vendor Registry
can clean them all off at one time. Vendor Registry also needs to investigate to see if
the withholding was removed from the vendor in error.
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3.2.2 — 1099 Reporting Query

Reporting Tools > Query Viewer > NDS_ 1099 ACTIVITY

This query is a good resource for seeing which vouchers would print on a 1099 as of the
dates entered in the query. It is a complicated query, however, so please keep in mind
the following points when using it.

>

To ensure that all reportable amounts were picked up, the query breaks down
vouchers by invoice line and distribution line. This may be confusing when you first
try to read the results. The column titled “Amount” is equal to the voucher or
distribution line. The “Total Vchr Amt” gives you the total amount paid on that
voucher. Both amounts show only what was reportable.

Ex: If an agency pays a vendor $1200.00, but uses ‘Withholding Basis Amt
Override’ in the voucher withholding link and enters $1,000.00, the amount
of $1,000 is what will show up on this query.

HINT: If an amount shows up twice in the last column on the right, look to see if
there are more than one voucher lines or distribution lines.

The 1099 Activity query has one drawback: Any corrections made from an earlier
report will not show up as being correct the next time this query is run. That is
because the query pulls up the reporting from the voucher, and your corrections are
made directly in the 1099 Withholding module. Please save your queries and mark
which corrections you make. If an item that should have been corrected shows up
on the new query, compare it to your old report. There are also online inquiries
discussed later that will ensure your corrections were made properly.

NOTE: All spreadsheets from queries and reports should be printed or saved
electronically and kept for three years after the current fiscal year according to ITD
records retention, especially if corrections need to be made.
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3.2.3 — Account Query

Reporting Tools > Query Viewer > NDS_ACCOUNT_INQUIRY

NOTE: Unlike the previous two queries, this one is hot mandatory. But it can be helpful
to run in a variety of situations. Some agencies may have a particular account number
they use in vouchers that causes concern for reporting. Examples:

Case 1:

Case 2:

Case 3:

An agency may be concerned because they want to make sure all their rent
payments are reported and to make sure they are all under withholding class
01. By using the query above for account 582060 (Rent of Building Space),
the query would show all of that agency’s payments under that account
number and whether or not the voucher was reportable. By copying the
guery into an Excel spreadsheet, the results can be sorted by vendor number
order to make sure that rent to a particular vendor is being reported. |If
vouchers show up with an “N”, but they should be reported, the user would
know that they need to make some corrections.

An agency may be concerned about payments that they do not want reported
as well. Account #712030, Grants to Individuals, may be reportable for some
agencies, but not others. If an agency knows that its grants should not be
reported — or at least a particular type of grant shouldn’t be marked as
reportable — a quick look at this query can tell an agency if they need to
remove withholding from some of their vouchers.

Several of the agricultural commodity groups refund grain tax assessments to
vendors, which are not reportable on a form 1099-MISC. They can use this
guery to run on their refund account to make sure the correct location and
1099 reporting status shows up for their refunds.
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Lesson 3.3 -Update Voucher Line Withholding

Update Voucher Line Withholding

Navigation: Vendors>1099/Global Withholding>Maintain>Update Voucher Line
Withholding

Security Access Required: NDC_1099 MAINTENANCE role

The link 'Update Voucher Line Withholding' actually links to three pages:

¢ Withholding Line Update - this allows you to search for a vendor by name and
location.

e Withholding Invoice Line Update - this page is where the work is done. Adding
and removing reporting from voucher lines.

e« New Withhold Details - this page gives you a status of the changes you made to
the vendor.

3.3.1 -Set All Lines to Have Withholding

Set All Lines to Have Withholding

Procedure

Agencies would use this step when they decide that ALL of the vouchers they paid to a
particular vendor should be reported. This can happen when some vouchers had the
withholding boxes checked, but other vouchers had the checks removed.

NOTE: All 1099 reporting is based upon the payment date of a voucher. If a voucher is
backdated to December 31st but the check prints in January, the payment will be
reported in the new year.

Step Action

Click the Vendors link then the Maintain link.

2. Click the Update VoucherLine Withholding link.
3. The Vendor SetlD field is always SHARE for every user. Enter "share".
4, Enter the primary name of the vendor into the Vendor Name 1 field. In this

example, we want to work with a vendor called “1099 Reportable Test
Vendor, so you would enter "1099".
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Step Action

5. Click the Search button.

6. Find the location for this vendor that needs correction based upon the
Location column on your Mismatch and 1099 Activity Reports. If the vendor
has only one location, the next screen will pop up automatically. For this
example, click the MAIN link.

7. NOTE: If the location you need has been inactivated, it will not show up as
being available on this screen. Please submit a Vendor Request to the
Vendor Registry Work Request System and supply the vendor number and
name of the location to be temporarily reactivated.

/2 Update YoucherLine Withholding - Windows Internet Explorer

@;\/v 2] hetps: juwm. connectnd s pspindft/EMPLOYEE/ER Pic /MANAGE _WITHHOLDINGS. WTHD_LINE_UPDT. GBL?PORTALPARAM_PTCHAY=EP_wTHD_LINE_UPDT_GbI ]| & |[42) [ | [@¥ Live search B~

| File Edit view Favortes Toolks Help

i Favarites @ Update VoucherLine Withholding

«NDF T+

=

New Window | Help | Gustomize Fage | &)

Withholding Invoice Line Update  action: = _Run |

Vendor SHARE Vendor Name: 1099 REPORTABLE TEST VENDOR
Vendor ﬂ 0000108213 Location: WAIN Withholding: v ﬂ
‘BusinessUnit: [11000 | @ ‘FromDate:  [01/01/2008 [5) Search

I Clear Updated Withholding  *To Date: 1203112008 [H) .
Withhold Entity: [IRS @ Jurisdiction: Q Set Al Lines to Mo Wthd

Withhold Type: Q  Class: Q SetAll Lines to tthd

“Start Date: m%{zunﬁ [5 *End Date: 1231/nﬁ [# I 11 I

Current Withhold Details _New Withhold Detals

Current New . - -
Withhold Withhold Entity Tvpe Jurisdiction Class

o CE[alal afla

B'J.Siﬁmlucher Line  Imvoice
Unit e = =

&) save | S\Returnto Search | 4[] Previous in List | 4] Mesd in List | [=] Matify |

istat| | @& |[@vpoate vouehertine CE
Step Action
8. Enter your agency's # into the Business Unit field.
9. Always enter January 1st of the calendar year you are correcting in
the From Date field.
10. Always enter December 31st of the same year in the To Date field, such
as "123109".
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Action

Thanks to a modification in 2011, the Start and End Dates for the Tax
Reporting Year should automatically fill in with the same dates. Refer to
bubble 11 on the previous screen shot.

12.

Click the Search button.
Search

13.

Your voucher lines should show in the Details section. You may notice that
a single voucher is listed more than once; this is because each of its invoice
lines will be listed. (Remember topic 3.1.7 above.)

Be sure to click the View All link if there are more than five lines.

14,

The easiest way to set up all voucher lines with reporting is to enter the
correct reporting information in the section called Default;.

{2 Update YoucherLine Withholding - Windows Internet Explorer

@:: = [& hltps:ifwww‘cunnaclnd.us/pspﬂndFliEMPLOVEEiERPf(fMANAGEiwlTHHOLD[NGS‘WTHDiLINEiLIPDT.GBLWORTALPARAMJTCNAV=EP7WTHD7L[NE7uPDTﬁI =l & ||| x| @2 tive soarch L

| File Edit Yiew Favorites Tools Help

/i Favorites (@ Update voucherLine withholding

«NDFT+

Er

Vendor SetiD:  SHARE

Current Withhold Details
Current New

oA

qAaA

=

Withholding Invoice Line Update  action: = _Run |

Vendor ID: 0000109213 Location: MAIN Withholding: ¥

*Business Unit: [11000 QL *From Date: 01/01/2008 3] Search

[ Clear Updated Withholding  *To Date: 1213172008 (5

Withhold Entity: [IRS q  Jurisdiction: Q Set All Lines to Mo Wihd
withhold Type: @ Class: Q Set All Lines to Wihd

“Start Date: 01/01/2009 [ *End Date: 12/21/2009 [+

Withnold Withhold Entity Type Jurisdiction Class unit
= January

[ - Rs @ [10ssq [FED @ o7 @ 11000 ooooesss Vi 0B/22/2009  500.000
= February

RS @ [1099Q [FED @ |07 @ 11000 OoO0BSgE 1 vl 08/22/2009  425.000

- jrs @ JiossC [FED & o7 & 11000 00ODBEYT 1 March work DE/22/2009  500.000

- Q Q Q © 11000 0000B8ST 2 March work DE/22/2008  333.000

= rs Q@ ftoog @ JFED @ [07 Q11000 00006398 1 April Travel 06/22/2008  500.000

= [rs @ [iossC [FED @ [o7 & 11000 00ODESSB 2 April Travel DE/22/2008  333.000

=] rs @ [iossc [FED @ [14 @ 11000 ooODBES3 1 Maywork DE/22/2008  700.000

) Save | | \Return to Search | |42l Previous n List | 421 est n List | (=] wetty |

MutiChan ole

Mew window | Help | Custamize Page | 5,

Wendor Name: 1099 REPORTABLE TEST VENDOR

First (4 1.7 ot 7 [M] L ast

" New Withhold Details

Business
Unit

Voucher Line Imvoice g—:“em Amount

distart| | @& | ] 109 ttroduction - vicr .. ||/ Undate YoucherLine .. | e |'-5 &
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{2 update YoucherLine Withholding - Windows Internet Explorer

@T\t‘/v [ @] https: e connectnd.uspspinclt/EMPLOVEE [ERPYCMANAGE _WITHHOLDINGS, W THD_LINE_UPDT,GELFPORTALPARAM_PTCHAY=EP_wTHD_LINE_UPDT_cei )| &8 |42 || X | [8 Live search pl-

| File Edit View Favortes Tooks  Help

<.y Favarites @ Update Voucherline Withholding

~NDF T+

Home
=0
New Window | Help | Customize Page | 5}

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR
vendor ID: 0000109213 Location: AN \Withholding: ¥

“Business Unit: [11000 @ *FromDate: 0100172009 [ Search

I” Clear Updated Withholding ~ *To Date: 1213172009 [

Withhold Entity: [IRS @ Jurisdiction: Q@mu Lines to ko Wihd

Withhold Type: |1099 ‘Class Q‘ SetAll Lines to withd

*Start Date: 01/01/2003 [ *End Date: 12!3‘HZEI[I9

Current Withhold Details | New Withhold Details

Current New T Business
Withhold Withhold Entity Type Jurisdiction Class Unit

1 ® [ =lfrs o fwssc [Feo @ [or @ 11000 ooooesss 1MWAY gerzizons 500,000
[Rsa [isgc [FEn o [or @ 11000 oooosess 1 FEONAY gpramzons 435,000
[rs @ fisac [Fen @ [o7 @ 11000 oooosear 1 Marchwark 06/22/2008  500.000
[T = al al & [ @i oooosesr 2 Marchwork 0B/22/2009  333.000
[rs @ fiossc [Fen @ [or @ 11000 ooooesss 1 April Travel 0Bf22/2008  500.000
[Rs @ fiosgc [Fen @ [o7 @ 1too0  oooosess 2 April Travel 062212008  333.000
rs afiossc [FED @ [re @ 11000 o006ses 1 Maywork  06/2212009 700000

Voucher Line Invoice

Paymnent
Date Amount

A
JJ

q[AA
ol

& save | E\Return to Search | +] Previous in List | 43 Next in List | [=] Motity |

Histart| | @& | 1) 1098 tntroduction - vicr... |7 Update Youcherine .. | o

7@l

Step Action

15. Enter "fed" in the Jurisdiction field.

16. Always enter "1099" in the Withhold Type field.

17. Click the Look up Class (Alt+5) button. @ A pop-up screen like the one

on the next page will appear.
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{Z Update YoucherLine Withholding - Windows Internet Explorer

@;_: @[] https: i conmectnd. s psp/ndft [EHPLOVEE [ERPc/MANAGE_WWITHHOLDINGS WTHD_LINE_LIPDT. GBL7PORTALPARAM_PTCNAY=ER_wTHD_LINE_UPDT_Gai =] G |[#2) [ | [&F Live Search R~

| File Edt View Favortes Tools Help

Sy Favorites @ Update YoucherLine Withholding

*NDF T

=

Hewinda | Help | B,

Look Up Class

Vendor SetiD: SHARE
Vendor ID: 0000109213
Vendor Location: MAIN
\withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1099
Withholding Class: [begins with ][

Look Up Claar Cancel |pasic Lookup

Search Results
-G ofd
fithholding Class Description
ik Rents
02 Rovalties
03 Other Incame
08 Medical and Health Care Pymnts
oz Mon-Etnplayee Compensation
14 Gross Atomey Praceeds
start| K | 51 1099 Inkraduction - Micr.. |[Z update Youchertine ... | @ ‘? ()

Step Action

18. Only the withholding classes that are set up on this vendor's location will
show up on this screen. If the one you need does not appear, enter a

Vendor Request through the Vendor Reqistry Work Request System to have
it added.

In this example, the vendor has six different withholding classes to choose
from. Click the 07 link here.
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Update YoucherLine Withholding - Windows Internet Explorer

@: ) ® [ hetps: v conmectnd uspsp/ndt{EMPLOVEE [ERP ¢ /MANAGE_WITHHOLDINGS. WTHD_LINE_LPDT.GBLZPORTALPARAM_PTCHAU=EP_wTHD_LINE_UPDT_aol =] & || #2)| | [AF Live Search R~

| Fle Edt View Favorites Tools Help

. Favorites & Update YoucherLine Withholding

+*NDF T+

Home

B

MewrWindow | Help | Customize Page |

Withholding Invoice Line Update  action: =] [ Run |

Ventor SetiD:  SHARE Vendor Name: 1039 REPORTABLE TEST VENDOR
vendor ID: oopopgzry  Lecation: AN Withholding: ¢

*Business Unit: |11000 @, *FromDate: 01/01/2008 [ Search

[ Clear Updated Withholding  *To Date: 12/31/2009

Withhold Entity: |IRS Q Jurisdiction:  [Fep Q
Withhold Type: [1089 @, Class: (i Q

SetAll Lines to Withd

*Start Date: 01172009 *End Date: 12/41/2009

Current Withhold Details Y hew ithhald Detsils

Current New . - Pavment
Withhold Withholg ST Type Jurisdiction Class Date

= January
1 ¥ IRS G 109 Q FED Q. o7 G 11000 00006895 WWarK 08/22/2009 400000

Voucher Line Immice

Amount

Business
Unit

2 ® [ =llrs @ foese [Fep @ [or @ 11000 oooossas 1FEAY agzoo0s 425000
3 F [ =[rs @fwoesc [Fep @ [or @ 11000 ooooesar 1 Marchwork 082202008 500,000
o © [ H[ @l a a [ @-1ooo oooossar 2 Marchwork 082212008 333.000
s F [ =lfrRs @ fossx Fep @ o7 @ t1000  ooooesas 1 April Travel 06/2202008  500.000
6 F [ F[rRs @ foesc FEp @ [or @ t1000  ooooesas 2 April Travel 06/2202008  333.000
1 F [ =Flfrs @oesc FED @ [14 @ f1000  0oooesas 1 Maywork 062202009 700.000

2 Seve | QA Returnio Search | |12 Previousin List | 1] et in List | (3 atiry |

distat] | @ | 0 1093 neroduction - icr..._|[ & update voucherLine ... | @ |'? =

Step Action

19. Click the Set All Lines to Wthd button.
Set All Lines to Wthd

20. Click the Save button.
El save
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@;—: R4 |g https: ffwasr.connectnd.us/psp/ndft [EMPLOVEE ERPYCIMANAGE_WITHHOLDINGS. WTHD_LINE_UPDT.GELPPORTALPARAM_FTCNAV=EP_WTHD_LINE_UPDT_GBI j 4 [[#2)[>| |82 Live search L
| File Edt View Favortes Tools Help

57 Favorites

(& update YoucherLine Withholding

=

Aistart| | &

«*NDFT»*

Withhold Update must pracess all transactions for the entire Tax Reporting Year (7400,122)

Pleage verify that the Tax Reporting Start date and End date are correct (far USA, you must enter the entire calendar year, 0U0T/YYY to 1231777YY).
Failing to speciy the correct dates will cause data errors.

Press OK 1o SAVE
Press Cancel to go bark to the previous page and verificorrectthose dates

OK Canel

Hulticha

Mew Window | Help |

nen

[Main Content:

J £¥1] 1098 Intraduction - Micr... | /& Update Youcherline ...

=

Step

Action

21.

Users will see this screen every time they save their changes. Itis a

reminder to make sure that your corrections are for the proper calendar year.
Click the OK button.

014
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@T\t‘/ ) =[] https:frm. connectnd.us/psp/nclt EMPLOYEE/ER Pjc/MANAGE_WITHHOLDINGS WTHD:_LINE_UPDT GBL?PORTALPARANM_PTCNAY=EP_wTHD_LINE_LPoT_cei|=]| B |[#9|| | [0 Live Search pl-

| File Edit View Favartes Tools Help

¢ Favorites

(& update voucherLine Withholding

~NDFT#

=3

Mew Window | Help | Customize Page | 15,

Withholding Invoice Line Update  action: =] Run |

Vendor SetlD:  SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR
\endor ID: ooootoszi3  Location: MAIN Withholding:

‘Business Unit: |flloo0 @ *FromDate:  [01/01/2008  [3 Search

I™ Clear Updated Withholding  “To Date: 1213172008 [

Withhold Entity: [|RS @ Jurisdiction: [rep Q SetAll Lines to No Wt
Withhold Type: |1099 Q Class: o7 [} Set Al Lines to Wthd

*Start Date: 015012008 [ *End Date: 127312000 [H)

Current Withhold Details '{_hlew iithhold Details

Current New " T Business o " Payment
Vithhold Withhold Entity Type Jurisdiction Class unit Voucher Line Invoice Date Amount

— January
1 F v rRs  Q [10e8q [fED @ [or @ 11000  o00068ES L 06222008 500.000

2 ® [v F|[rs a [imwgc [feD @ [or o 11000 00006896 1 PR pgamzona 4z 000
3 ® [v l[rs @ ftmsgc [FED @ o @ 11000 0000687 1 March work 0812212009 500.000
¢ © [v =lfrs @ fimea [fen @ [or @ 11000 nooosesr 2 Marchwork DR/2H2008 333000
5 ® [v =l[rs @ [iwgc [FED @ [or @ 11000 00006898 1 April Travel 0B/22i7008  500.000
5 B [v =lfrs o fimea [fen @ [or @ 11000 nooosess 2 April Travel 062212008 333.000
7 ® [v Zl[rs  @fiwec [fED @ [or @ 11000 0000683w 1 Maywork 0B/22i7004  700.000

B save | ELReturnto Search | +[=] Previous in List | 4[] Mext in List | =] Motify |

i start J @ J 1] 1099 Intraduction - Mict... || &8 update YoucherLine ... J (7} | 2 &5

Step Action

22. Click the Return to Search button.
SL Return to Search

23. You will be taken back to the original search page so you can go on to
another vendor that needs correction on its 1099 reporting.

24, PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST
OVERNIGHT. WAIT UNTIL THE NEXT DAY TO RUN ANY QUERIES TO
CHECK YOUR CORRECTION.

Page 54




Training Guide
Module 3 — 1099 Vendor Reporting

3.3.2 -Set All Lines to No Withholding

Set All Lines to No Withholding

Procedure

Agencies would use this step when none of the vouchers they paid to a particular vendor
should be reported. This happens when the vendor is set up as reportable because it is

an individual, sole proprietorship, or partnership, but the agency is only paying for goods
or making reimbursements to that vendor.

NOTE: All 1099 reporting is based upon the payment date of a voucher. If a voucher is
backdated to December 31st but the check prints in January, the payment will be
reported in the new year.

Step Action

1. Navigate to Vendors > Maintain > Update VoucherLine Withholding.

2. The Vendor SetlID field is always SHARE for every user.

3. To search for a vendor by its name, try entering in the Vendor Name 1 field.
We used "1099" to find our 1099 Reportable Test Vendor.

4, Click the Search button and select the correct vendor from the search
results. Search

5. Find the location for this vendor that needs correction, based upon the
location listed in your queries. If the vendor has only one location, the next
screen will pop up automatically.
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{2 Update VoucherLine Withholding - Windows Internet Explorer

@;‘/. [&] https:/jerern. connectnd usfpspindrt/EMPLOYEE [ERPYCMANAGE_WITHHOLDINGS. WTHD_LINE_UPGT.GELPORTALPARAM_PTCHAY=EP_tTHD_LIME_LPDT_GE| [of| 8 ||#4 || 5 | [&% Live search Ll

| File Edit View Favorites Tools Help

¢ Favorites

{& Update Youcherline Withholding

~xNDFT+*

=13

Mew Window | Help | Customize Page | 5}

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1038 REFORTABLE TEST VENDOR
vendor ID: 0000108213 Location: AN Withholding: N

“Business Unit: [11000 @ “From Date: 0140172009 [5 Search

I” Clear Updated Withholding ~ *To Date: 12/31/2009 [

Withhold Entity: [IRS @ Jurisdiction: a Set Al Lines to Mo \Wthd
Withhold Type: Q Class: [} SetAll Lines to Ythd

*Start Date: 01/01/2008  [3 *End Date: 123109 [

First (4 1 o1 1 [¥] Last

Current Withhold Details ' Hew Wihhold Detsils

Current New " T Business
Withhold Withhold Entity Tvpe Jurisdiction Class unit

v P [ E[ el al alla

Voucher Line Invoice Payment
- - - Date

Amount

[ save | S Retunto Search | 4[5 Previous inList | 4[5 testin List | Netify |

distart| | & || & update vouchertimne .. I “|? )]

Step Action

6. Enter your agency's # into the Business Unit field.

7. Always enter January 1st of the calendar year you are correcting in
the From Date field.

8. Always enter December 31st of the same year in the To Date field, such
as "123109".

9. Those same dates should automatically fill in for the Tax Reporting Year
State and End Dates.

10. Click the Search button.
Search
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@C ) =[] https:frm. connectnd.us/psp/nclt EMPLOYEE/ER Pjc/MANAGE_WITHHOLDINGS WTHD:_LINE_UPDT GBL7PORTALPARANM_PTCNAY=EP_wTHD_LINE_LPoT_cel 7| B |[#9|[ | [0 Live Search

| File Edit View Favartes Tools Help

¢ Favorites

(& update voucherLine Withholding

~NDFT#

Home:

=3

MewWindow | Help | Customize Page | B

Withholding Invoice Line Update  action: =] Run |

Vendor SetlD:  SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR

Vendor ID: ooootogzi3  Location: MAIN Withholding:

*Business Unit: |11000 C_  *From Date: 010172008 [ Search

I™ Clear Updated Withholding  “To Date: 1213172008 [

Yokt Bt [IRS Qo @
Withhold Type: Q Class: [} Set Al Lines to Wthd

*Start Date: 015012008 [ *End Date: 127312000 [H)

Current Withhold Details '{_hlew iithhold Details

Current New " i Business o "
WithhnlﬂwnhhnlﬂEmﬂ Type Jurisdiction Class unit Voucher Line Invoice

January

1 [} hd Q Q Q Q_ 11000 00006885 1 Wark 0B/22/2009 500.000
|_J' l— l— ,— l— Fehbruary

IRS Q [10ss @ [FED & |07 Q11000 00006836 1"3‘,9‘ 0B/22/2009 425000

Payment
Date Amount

2 B

3 ® [ =l[rs @ fimwgc [feED @ o @ 11000 00008887 1 March work 0812212009 500.000
¢ B [ =lfrs  afimea [fen @ [or @ 11000 nooosesr 2 Marchwork DR/2H2008 333000
s © [ H[ al al @ [ @10 oooosses 1 April Travel 082212008 500.000

B save | ELReturnto Search | +[=] Previous in List | 4[] Mext in List | =] Motify |

distart| | @ || @ update vouchertine ... | “|? @03

Step Action

11. Your voucher lines will appear in the Details section. If you truly do not want
any of these lines to be reported, click the Set All Lines to No Wthd button.

SetAll Lines to Mo Withd
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pdate YoucherLine Withholding - Windows Internet Explorer

) [ hitps:fervrsconnectnd.us/pspindt{EMPLOVEE JERP fcfMANAGE _WITHHOLDIMGS. WTH_LINE_LIPGT,GBL7PORTALPARAM_PTCNAY=EP_WTHD_LINE_LIPDT_GEI|Z S| X | |9 Live Search P~

| File Edt View Fawvorites Tools Help

i Favortes @ Update YoucherLine Withholding

~*NDFT#*

Hotne:

=R
Wew Window | Help | Customize Page | 5]

Withholding Invoice Line Update  actjon: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1093 REFORTABLE TEST VENDOR
Vendor ID: 0ooo1gsz13  Location: MAIN Withholding: ¥

*Business Unit: |11000 Q. *From Date: 01/01/2009 [ Search

I” Clear Updated Withholding  *To Date: 1232000 [

withhold Entity: IRS @ Jurisdiction: Q et Al Liries to Mo Ykl
Withhold Type: Q Class: Q Set Al Lines to yihd m

*Start Date: 01i01/2008  [] *End Date: 12i31/2008 [

Current Withhold Details | Mew Withhold Detsils

Current New i Business o
hhold Entity Type Jurisdiction Class Unit Voucher Line Invoice

| T Q Q @ 11000 DODDBESS wx;rf“‘ (06/222009  500.000
2 ® [ 3[R @ Q [+% ©_ 11000 O0DDBSSE wrrzvbe"‘”"’ 06222008 425,000

I M x| |IRS Q Q Q Q11000 0000BEST 1 Marchwork 08/22i2009 500.000
4 M x| |IRS Q Q Q Q11000 0000BEST 2 Marchwork 08/2212009 333.000
5 B Mo Q Q Q Q11000 0000BESE 1 April Travel 0872212009 500.000

Amount

[ 5ave | QuRetumto Searcn | #0F Previous in List | ) et in List || ] watiy |

#istan| | & || udate voucherine ... | e @3

Step Action

12. Notice the “N” in all the rows under the ‘New Withhold’ column.

Click the Save button.
El save

Page 58




Training Guide
Module 3 — 1099 Vendor Reporting

pdate YoucherLine Withholding - Windows Internet Explorer

(She [ hitps:/vvvon connectnd.us/osp/ndtJEFPLOYEE/ERPc/MANAGE_WITHHOLDINGS, WTHD _LINE_UPDT,GBL7PORTALPARAM_PTCNAY=EP_WTHD_LINE_LPOT_G8I

I_I 9| | [0 vive Search

| File Edit view Favortes Tools  Help

<7 Favorites

(& Update voucherLine Withholding

~NDF T+

Home: Sign out

=3
MewWindow | Help | Customize Page | B

Withholding Invoice Line Update  action: =] Run |

Vendor SetlD:  SHARE Vendor Name: 1033 REFORTABLE TEST VENDOR
\endor ID: ooootoszi3  Location: MAIN Withholding:

*Business Unit: |11000 C_  *From Date: 010172008 [ Search

I™ Clear Updated Withholding  “To Date: 123152008 [

Withhold Entity: [|IRS @ Jurisdiction: Q SetAll Lines 1o Mo vithd
Withhold Type: Class: Cat 11 Linas fn otk |
= “ -

1 The Withholding entity is required for voucher 00008895, voucher line 1, (7400,138)
'StartDate:  |01/01/2008  [5] *End Date: 12312008 [H <

The Withholding Enticy s  required valus in order to process the withholding update.

S ———
Current Withhold Details Mew Withhold Details

Current New " T Business o " Payment
Vithhold Withhold Entity Type Jurisdiction Class unit Voucher Line Invoice Date Amount

— January
1 n (e} Q Q Q11000 00006895 L 06222008 500.000

: ® [w F[rs al a a [ o oo o0oosses 1 PR pgamzona 4z 000
3 [w Ffrs @l @ @ [ @100 oooosser 1 March work 0812212009 500.000
¢ F W oFlRs a e« [ too  oooosser 2 Marchwork DR/2H2008 333000
s © [w = al al @ [ @i oooosses 1 April Travel 082212008 500.000

B save | ELReturnto Search | +[=] Previous in List | 4[] Mext in List | =] Motify |

distart| | @ || @ update vouchertine ... | “|? @03

Step Action

13. If you receive this error message, it means that the system requires the word
"IRS" entered on each line that is being changed.
Click the OK button.

o |
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Update YoucherLine Withholding - Windows Internet Explorer

G—\: - |g, https:/lwww‘mnr\actnd.uslpspfr\dfthMPLO‘(EE/ERFchMANAGE_WlTHHOLD]NGS‘WTHD_LlNE_UFDT.GBL?FDRTALFARAM_FT(NF\V:EP_WTHD_L[NE_UFDT_GB\j *1 || XK | |0 Live search £

| File Edt View Favorltes Tools Help

¢ Favarites (@ Updats VoucherLine Withholding

s*NDF T+

Home Sign out

=
Mew indow | Help | Customize Page |

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vfendor Name: 1053 REPORTABLE TEST YENDOR

Vendor ID: 0000109213 Location: AN Withholding: Y

*Business Unit: |11000 @ *From Date: 010102009 (5] Search

I” Clear Updated Withholding ~ *To Date:

wWithhold Entity: [IRS q  durisdiction:

Withhold Type: A Class:
*Start Date: 01/01/2009 @ *End Date:

120312009 i

)
a

SetAll Lines ta Mo Wihd
Set Al Lines to Wihd

1213112009 [

Y Mew Withhold Details

Current Withhold Details
Business

Current New
‘Withhold Withhold Unit

I
T r [WERe al a a [ a tooo  oooossss 1A ni22i2009 500,000

N rs a a o [ @ 1000 oooossss 1525;‘“3“’ 06222009 426.000
R a @ a [ @ 1000 oooosss?

Rs a | a a [ @ oo oooosesr
Re A a a [ @ oo oooosess

Entity Tvpe Jurisdiction Class Woucher Line Invoice E%tem Amount

~
=
[l

=
=
4

1 March wark 062212003 &00.000

=
=
4

2 March work 06/22/2009 333.000

a
F
[l

1 April Travel 062212009 500.000

& Save | L\ Returnto Search | 1] Previous in List | ] Mext in List | [=] Hatity: |

i/ start J a8 J & Update YoucherLine ..

Jo|2BG

Step Action

14. This screen only shows five rows at a time as a default setting. To make
sure all rows are correct, click the View All link.
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{# Update YoucherLine Withholding - Windows Internet Explorer

G- e nd - WTHD_UINE_UFPDT,GELFPORTALPAR A _PTCN=Ep_W1HD L Lpor_coi ]| 8 ][44 %) (88 v soorcn

| Fle Edt view Favortes Tools Help

' Faverites @ Update WoucherLine Withholding

««NDFT**

Gl

Newindow | Help | Custornizs Page | 5,

Withholding Invoice Line Update o[ =] _Run

Vendor SetiD:  SHARE Vendor Name: 1099 REPORTABLE TESTVENDOR
Vendor ID: oooo1ogaa  Location: AN Withholding: Y

‘Business Unit: [11000 @ ‘FromDate:  [07/01/2008 |3 Searth

I Clear Updated Withholding ~ “To Date: [12/3172008 5

Withhold Entity: [IRS @ Jurisdiction: Q SetAll Lines to No Wihd
Withhold Type: @ class: Q Set Al Lines to WWthd

‘StartDate:  [01/01/2008 [ “EndDate:  [12531/2008 [
‘Current Withhold Details |_New Wi hold Detsls
Current New s Business Bayment
\ithbold Withholg BN De  Jursdction Glass S voucher  Line ivoice  p7 Amount
= January
[ ] RS Q Q Q Q 11000 00006835 i 0622/2009  500.000
Felaruary
2 [N FRE @ Q Q Q 11000 000068gE [ 06122/2000 425,000
3 P [N Fre Q@ Q Q Q11000 00008887 1 Marchwork 08/22/2009  500.000
LI A YIS B GERISY Q a Q11000 00006887 2 Marchwork 06/22/2009  333.000
s & W ERe a a aQ @ 11000 00006898 1 AprilTravel 08/22/2008  500.000
6 F [N ¥ Q Q @ Q11000 00006288 2 April Travel 05222008 333000
LA A IYRE2 Q 11000 00006839 1 Maywork  0622/2008  700.000
2 Save | | Retuntn search | -+ proyous in List | 45 text i Lot | [ty
Aistart| | @ o7 @8

Step

Action \

15.

You can see on this screen how each row must have 'IRS" under the Entity
column.
Enter "IRS" into each blank Entity field.

16.

Click the Save button.
Bl save
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{Zupdate YoucherLine Withholding - Windows Internet Explorer

HEE
@;‘/ Tl |g https: ffws . connectnd, us/pspindft/EMPLOYEE JERP/c/MANAGE_WITHHOLDINGS WTHD_LIME_UPDT. GEL?PORTALPARAM_PTCNAV=EP_WTHD_LINE_UPDT GBI j 8 |4 x |E' Live Search P
| File Edt YView Favortes Tools Help

7 Favorites

=

Ok

~+*NDF T+

Withhold Update must process all transactions for the entire Tax Reporting Year (7400,122)
Pleage verify that the Tax Reporting Start date and End date are correct (for USA, you must enter the entire calendar year, 010170 10 1 203177).
Failing to specify the correct dates will cause data errors

Press OK o SAVE
Press Cancel to go back to the previous page and verifiicorrect those dates.

(& Update voucherLine Withholding

Mews Window | Help | 5

Cancel

Bistt] | & [ pdate voucherime =, | ||z [E0
Step Action

17.

Users will see this screen every time they save their changes. Itis a
reminder to make sure that your corrections are for the proper calendar year.

Click the OK button. ob

18.

Click the Return to Search button.
£\ Return to Search

19.

You will be taken back to the original search page so you can go on to
another vendor that needs correction on its 1099 reporting.

20.

PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST

OVERNIGHT. WAIT UNTIL THE NEXT DAY TO RUN ANY QUERIES TO
CHECK YOUR CORRECTION.
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3.3.3 -Remove Withholding From Specific Lines

Remove Withholding From Specific Lines

Procedure

Sometimes agencies may see that some vouchers that were set for 1099-MISC
reporting should have it removed. An example would be where an individual is paid for
services, which are usually reportable, but there were one or two vouchers that were for
travel reimbursements or goods, not services. This topic shows how to remove
withholding from certain lines only.

Step Action

1. Navigate to the Vendors > Maintain > Update VoucherLine Withholding
link.

2. The Vendor SetID is always SHARE in this field. Enter "share".
Try using the percent sign as a wildcard to replace the zeroes in the Vendor
ID you need.

4. Click the Search button.

Search

5. Enter your agency's # into the Business Unit field as shown on the next
page.

6. Always enter January 1st of the calendar year you are correcting in
the From Date field.

7. Always enter December 31st of the same year in the To Date field, such
as "123109".

8. The correct Start and End Dates under Tax Reporting Year should
automatically fill in.

9. Click the Search button.

Search
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Update YoucherLine ¥Withholding - Windows Internet Explorer

@T\-_:: - |g hitps:/ . connectnd us/pspincit [EMPLOVEE(ER P/ciMANAGE_WITHHOLDINGS. THD_LINE_UPDT. GELZPORTALPARAM_PTCHAV=EP_i/THD_LTNE_UPDT_GBI x| *3|| K| |2 Live Search £

| File Edt wiew Favorkes Took Help

i Favorites @ Update YoucherLine Withholding

~«NDF T+

Home Sion out

=
Mew Window | Help | Customize Page | [E)

Withholding Invoice Line Update  acion: =l R |

Vendor SetiD:  SHARE Vendor Name: 1039 REFORTABLE TEST VENDOR
Vendor ID: 0000108213 Location: MAIN Withholding: A

“Rusing nit: 11000 *From Date: 01/01/2009
Main Cantent Q & Search

I Clear Updated Withholding ~ *To Date: [12/31/2008

Withhold Entity: |IRS Q  Jurisdiction: (¢} Set All Lines to No Withd
Withhold Type: Q  Class: Q Set All Lines to wihd

*Start Date: 01/01/2009 *End Date: 12/31/2009

etails
Current Withhold Details _Kew Withhold Details
Current New ” Business . Payment
Withhold Withhold Entity Type Jurisdiction Class Unit Voucher ne  Invoice Date Amount

= January
1 [ | Q Q Q Q11000 00006295 1 \Wark 06/22/2009 500.000

: B [ =l[Rs |@fiowsa [feo @ [or @ 11000 oooossss 1EENAY opraa00s 425,000
3 B [ =lfrs @foma[fEp @ [or @ 11o00  oooosss? 1 Marchwork DBIZ2008 S00.000
« B [ =l[rs @foma [fEo @ [or @ 1oo0  oooosss? 2 Marchwork D6/2202008  333.000
s 0 [ = al al a [ a1 ooooses 1 April Travel 08(22/2000  500.000

B sawe | ELReturnto Search | 1[E] Previous in List | +[E] et in List | [=] motity |

dstart| | & || @ update vouchertine . I

@

Step Action

10. Click the View All link right away to see all your invoice lines.
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{ZUpdate YoucherLine Withholding - Windows Internet Explorer

@; % [&] https: e connectnd, usfpsp{nd HEMPLOYEE [ERPcMANAGE_WITHHOLDINGS, #THD_LINE _UPCT, GBL7PORTALPARAM_PTCHAY=EP_WTHD_LINE_LPCT_Gel )| &b ||| % | [ Live Search P~

| File Edt Wiew Favortes Tools  Help

¢ Favorites @ Update YoucherLine Withholding

s NDF T

=13

Mew Window | Help | Customize Page | /&,

Withholding Invoice Line Update  action: =] [ Run |

Vendor SetlD:  SHARE Vendor Name: 1098 REPORTABLE TEST VENDOR
VendorID:  onotpazrg  Lecation: Al Withholding: ¥

*Busingss Unit: |11000 @ *From Date: o01/2008 Search

I Clear Updated Withholding  *To Date: 123172009 [

withhold Entity: [IRS @, Jurisdiction: Q SetAll Lines to Mo Wihd
Withhold Type: Q Class: Q Set All Lines to Wihd

*Start Date: 01/0152008 [ *End Date: 1203152008 [5)

Current Withhold Details _hlew Withhold Details

Current New ” o it Business Payment
Withhold Withhole ETIY Type  Jurisdiction Class Unit Dote Amount

= January
1 Rs @ [rossq [FED @ [o7 @ 11000 oooosses vl 06/22/2008  600.000

Voucher Line Imvice

2 ® [ l[rs @ foesse [feo o [or @ 11000  oooossss 1 RN gprzaaos 425000
3 F [ =l[rs @ fosga [Feo @ [or @ 11000 ooooeesr 1 Marchwork 0B/Z22000  500.000
« ¢ [zl al e [ @t ooooeesr 2 Marchwork 0612212008 333.000
s & [ =l[Re @ fossa [Feo @ [or @ 11000 oooosess 1 April Travel 061222009 500.000
6 ® [ =][rs @ fioesa [feo @ [or @ 11000 oooossos 2 April Travel 08/22/2003  333.000
1 ® [ lfrs @ fioesc [feo @ [ @ 11000 oooosses 1 Maywork  08/22/2009  700.000

(& Save | L\Returnto Search | 1| Previous in List | ] next in List | [=] atify |

1 start J & J /& update YoucherLine ... J l"|fI B@E

Step Action

11. For this example, the agency decided that line 4 should not be reported after
all. To remove withholding from a single line, select the N list item from the
drop-down box.

12. Since "IRS" was already entered in the Entity column, nothing more needs to
be done. If other voucher lines need withholding removed, repeat the same
step. Click the Save button when done.

El save
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{2 Update YoucherLine Withholding - Windows Internet Explorer

(S A [e] rinectnd. JEMPLOVEEJERP//MANAGE_W/ITHHOLDINGS. WTHD_LINE_UPDT.GELFPORTALPARAM_PTCNAY=EP_wHD_LINE_UPDT_Ge 7| &4 | [$2|| x| [£2 Lve search Pl
| Fle Edt view Favorites Tools Help

< Favorites &8 Update Youcherline Withhalding

««NDF T+

EN3

e Window | Help | 5}

‘withhold Update must pracess all transactions for the entire Tax Reparting Year (7400,122)
Pleage verify thatthe Tax Reporting Start date and End date are correct {for USA, you must enter the entire calendar year, 0T0T/1Y 10 12031700Y)
Failing to specify the carect dates will cause data errors

Press OK 1o SAVE
Press Cancel to go back o the previous page and verifycorrect those dates
oK Cancel

Aistare| | @ |[ @ undate vouchertine ... | “|? s &

Step Action

13. This is a warning page to make sure that you have entered the entire

calendar year being corrected under the Tax Reporting Year section. Click
the OK button.

O
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@;‘/ )@ [E] https:frmun. connectnd.us/psp/nclt[EMPLOYEEJER Pjc MANAGE_WITHHOLDINGS WTHD_LINE_UPDT GBL?PORTALPARANM_PTCNAY=EP_wTHD_LINE_LPoT_661/7]| &8 |[#9| | [8 Live Search

| File Edit View Favortes Tools Help

. Favarites (@ Update Voucherline Withholding

«+NDFT**

(=

Withholding Invoice Line Update  pction: =] _Run |

Vendor SetiD:  SHARE Vendor Name: 1033 REPORTABLE TEST VENDOR
Vendor ID: 0000109213 Location: WAIN Withholding: A
‘BusinessUnit: [11000  ©Q  ‘fromDate:  [01/01/2008 [5 Search

I Clear Updated Withholding  *To Date: 1203172009 [5)

SetAll Lines to Na yithd
SetAll Lines to Wthd

Withhold Entity: [R5 Q
Withhold Type: Q

Jurisdiction: l— Q
&

Class:

01/01/2008  [5 *End Date: 12/31iz008 5

*Start Date:

Nz Withhold Details

Current Withhold Details

Current New Business

B save | ELReturnto Search | +[=] Previous in List | 4[] Mext in List | =] Motify |

distart| | @ || & vpdate vouchertine ..

. N - . Payment
Withhold Withhold Entity Type Jurisdiction Class unit Woucher Line Inwvoice Date Amount

= January
(I i G Rs Q@ [10s9@ [FED @ [o7 @ 11000 ooooBe9s s 08222009 500.000

= February
FI GERREN Q Q @ 11000 00006896 1 frmvel 06222008 425.000
£ o MIGEREES Q Q Q11000 0000687 1 Marchwork DB/22/2008 500,000
1 F [N Zlfrs @ Q Q Q11000 00006897 2 Marchwork DB/22/2009  332.000
[ v = [rs @ |toseC [FED Q@ o7 @ 11000  00DOGBSE 1 April Travel 06/22/2008 500000
6 v =lfRs Q1099 [FED @ fo7 Q11000 000OBSGE 2 April Travel 08/22/2009 333000
i F | |rs Q Qa Q ©_ 11000 0000GRSA 1 Maywork  0B/22/2008 700000

MewWindaw | Help | Customize Page | 5,

lo|z[Ca

Step Action

14. Click the Return to Search button.

£ Return to Search

15.

You will be taken back to the original search page so you can go on to
another vendor that needs correction on its 1099 reporting.

16.

CHECK YOUR CORRECTION.

PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST
OVERNIGHT. WAIT UNTIL THE NEXT DAY TO RUN ANY QUERIES TO
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3.3.4 -Set Up Specific Lines for Withholding

Setting Up

Procedure

Specific Lines for Withholding

After agencies have run queries to review their 1099 reporting for the year, they may see
where some vouchers were missed from reporting. This topic shows how to set up
specific lines for withholding without having to set all lines for withholding.

Step Action

1. Navigate to the Vendors > Maintain > Update VoucherLine Withholding
link.

2. The Vendor SetID field is always SHARE for every user.
If the user knows the vendor number (it should be listed on the query), they
can enter the Vendor ID directly into this field. For this example, we used
test vendor "0000109213".

4. Click the Search button.

Search

5. Find the location for this vendor that needs correction. If the vendor has only
one location, the next screen will pop up automatically. For this example,
click the MAIN link.
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{2 Update VoucherLine Withholding - Windows Internet Explorer

l@_‘;‘-‘v [&] https:/jerern. connectnd usfpspindrt/EMPLOYEE [ERPYCMANAGE_WITHHOLDINGS. WTHD_LINE_UPGT.GELPORTALPARAM_PTCHAY=EP_tTHD_LIME_LPDT_GE| [of| 8 ||#4 || 5 | [&% Live search Ll

| File Edit View Favorites Tools Help

¢ Favorites

{& Update Youcherline Withholding

~xNDFT+*

=13

Mew Window | Help | Customize Page | 5}

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1038 REFORTABLE TEST VENDOR

vendor ID: 0000108213 Laocation: AN \Anthholding: N

“Business Unit: [11000 @ “From Date: 0140172009 [5 Search

I” Clear Updated Withholding ~ *To Date: 12/31/2009 [

Withhold Entity: [IRS @ Jurisdiction: a Set Al Lines to Mo \Wthd
Withhold Type: Q Class: [} SetAll Lines to Ythd

*Start Date: 01/01/2008  [3 *End Date: 123109 [

First (4 1 o1 1 [¥] Last

Current Withhold Details ' Hew Wihhold Detsils
Current New

" P, Business . "
thhnlﬂwnhhnlﬂEmﬂ Tvpe Jurisdiction Class unit Voucher Line Invoice

Payment
Date Amount

v P [ E[ el al alla

[ save | S Retunto Search | 4[5 Previous inList | 4[5 testin List | Netify |

distart| | & || & update vouchertimne .. I “|? )]

Step Action

6. Enter your agency's # into the Business Unit field.

7. Always enter January 1st of the calendar year you are correcting in
the From Date field.

8. Always enter December 31st of the same year in the To Date field, such
as "123109".

9. The Start and End Dates should automatically fill in under the Tax
Reporting Year.

10. Click the Search button.
Search
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pdate YoucherLine Withholding - Windows Internet Explorer

6‘\: - |g, hitps: {swsws connectnd. us/psp/elft [EMPLOYEE JER.P e/ MANAGE_WITHHOLDINGS. WTHD_LINE_UIPDT GBLFPORTALPARAM_PTCHAY=EP_WTHD_LTNE_PDT GBI x| *2 || X | |8 Live Search |

| File Edt View Favortes Tools Help

¢ Favorites (@ Update VoucherLine Withholding

xNDFT**

ER

hiEp

Mew Window | Help | Customize Page

Withholding Invoice Line Update  action: = _Run |

Vendor SetiD:  SHARE Vendor Name: 1098 REPORTABLE TEST YENDOR
ventor ID: noopinezes  Location: AN withholding: ¢

“Business Unit: |11000 @ *From Date: 01/01/2009 Search

I Clear Updated Withholding ~ *To Date: 1273112008 [

Withhold Entity: |IRS @ Jurisdiction: Q Set All Lines to Mo Wihd
Withhold Type: Q Class: Q Set Al Lines to Wthd

*Start Date: 01/01/2009 [ *End Dates 1203102009 [

Current Withhold Details Y Mevw Withhold Details

Current New Business
Unit

Withhold Withhotg EM Type Unit

= January
| Q Q Q Q11000  000D6BYS vl 0622/2008  500.000

Jurisdiction Class Voucher Line Imvoice ;%IEM Amount

2w [ =l[rs afiwma [0 @ [o7 @ 11000  oonosass 1 ‘F’:Sé‘“a“’ 062212008 425,000
3 ® [ [lfrs  a@fiossc [fE0 @ [or @ 11000  oooossst 1 Marchwork 0622/2009 500,000
4+ ® [ Elrs afwea feD @ [o7 @ 11000 oonosas? 2 Marchwork 06222008 333.000
s © [ = al al a [ @100 oooossss 1 April Travel 0622/2008  500.000

(B save | L\Returnto Search | (= Previous in List | <[] et i List | [=] atify |

i start ] @ J & update VoucherLine ... ] o | 2 BE

Step Action

11. Click the View All link to see all invoice lines.
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Update YoucherLine Withholding - Windows Internet Explorer

@_:-: @[] https:/mww.connectnd.us/psp/ndFt/EMPLOYEE /ERP/c/MANAGE_WITHHOLDINGS WTHD_LINE_LPDT,GBL?PORTALPARAM_PTCAY=EP_wTHD_LINE_UPDT_Go1 ]| & || 2 || % | [&¥ Live Search £l

| File Edt View Favorkes Took Help

i Favorites @ update voucherLine withholdng

«*NDFT+

Home

(=3
New Windaw | Help | Custamize Page | 15,

Withholding Invoice Line Update  aciion: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1083 REFORTABLE TEST VENDOR
Vendor ID: 0000109213 Location: AN Withholding: ¥

*Business Unit: |11000 @, *From Date: 01/01/2009 Search

I Clear Updated Withholding ~ *To Date: 12131/2008

Withhold Entity: ||RS @ Jurisdiction: Q SetAll Lines to Mo Withd
Withhold Type: Q. Class: Q Set All Lines ta Wihd

*Start Date: 01/01/2008  [5 *End Date: 12131i2008 (il

Bu:

Current New ess ; Payment
hi hold Voucher Line Imvoice ate Amount

D:

Entity Type Jurisdiction Class

it

= Ql—Q Q I_QMUUU 00006895 1Jm?£'r‘:f”' 06/222008 500000

1"

= February
2 = IRS Q |108aC FED @ |07 G 11000 00006836 1 travel 06/22/2009 425.000
3 ¥ | IrRs @ [toee [FeD @ [or @ 11000 ooooseer 1 March work 082252008 500,000
P ~] ks @ [1oes e [fe0 @ [or @ 11000 oooosser 2 March work 06/22/2008  333.000

Q Q Q Q 11000 00005898 1 April Travel 08/22(2008  500.000
Q Q Q Q 11000 00008698 2 April Travel 06/2202000  333.000
RS @ [10vQFED @ [14 @ 11000 oo0oBg@g 1 Maywork  0/222000 700,000

E i |
;IJ

B save | ELReturn to Searchl +[E] Prewious in List | +[E] Mext in List | [=] T

Aistan| | & || @ update Vouchertine ... \ | @ ‘ L@

Step Action

12. In this example, the agency decided that line 5 on this screen needed
withholding added. Click the drop-down box to select the Y list item.
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= Update YoucherLine Withholding - Windows Internet Explorer

g:,v Ig‘ httDs:/MWW‘Cunnectr\d‘\.ISJ'DSDﬂndftfEMPLOVEEﬂERPJ'CﬂMANAGE,WITHHOLDINGS.WTHD,LINE,UPDT.GEL?PORTALPARAM,PTCNAV=EP,WTHD,LINE,UPDT,GBIj & 3 K Il‘. Live Search Pl

| File Edt wiew Favorkes Took Help

7 Favorites

{& Update ‘oucherLine Withholding

++NDF T+

=

Mew Window | Help | Customize Page | 5,

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1083 REPORTABLE TEST VENDOR
Vendor ID: ooopiosz1s  Location: MAIN Withholding: v

*Business Unit: |11000 Q,_ *From Date: D1/01/2008 (5 Search

I” Clear Updated Withholding ~ *To Date: 1213172009 [

Withhold Entity: [IRS @ Jurisdiction: Q Set All Lines to No Wihd
Withhold Type: Q  Class: Q Set All Lines to wihd

*Start Date: 01/01/2009 [5 *End Date: 12/31/2009 [

Current Withhold Details Y hew ithhold Details
Current New

. Business Payment
Withhold Withhold Entty Tipe Unit Date

o [ = el al a [ a0  oooossss 1At opzazons  S00.000
[rs c [fesa [FE0 @ [o7 @ 1100 oooossss 1oAY peizaanng 425000
[Rs @ [iogga [FED @ [or @ 11000 ooooessr 1 March work 08/22/2009  500.000

fRs 1000 0D00EST 2 March work 0B/22/2009  333.000
[y =l rs E fioss c Fec] @ [ @ 'wuu 00006898 1 April Travel 08/22/2009  500.000

I—Q | Q] W ©_ 11000 DOO0GSS8 7 April Travel 0B/22/2008  333.000
o [roescy [fe0 @ [1a @ 11000 ooooBESS 1 Maywork 062272008 700.000

Jurisdiction Class ‘Voucher Line Invoice Amount

|
o

H H

=
d

& save | S\Returnto Search | 1] Pgvious in List | 4] Mextin List | hlotify |

m” @ |[ /& update vouchehine e 7 |e@
Step Action \
13. Users must enter "IRS" into the Entity field of each line corrected.
14. Continue entering the required information in these fields. Enter "1099" into

the Type field.

15. Enter "FED" into the Jurisdiction field.

16. Click the Look up Class (Alt+5) button to find the correct withholding class.
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{Zupdate YoucherLine Withholding - Windows Internet Explorer

@:'v |g, hitps: s connectnd. us/psp/eit [EMPLOVEE [ER.P e/ MANAGE_WITHHOLDINGS. WTHD_LINE_UIPDT GBLFPORTALPARAM_PTCHAY=EP_wTHD_LTNE_UPoT ol x| & || 4# || | [ tive search |

| File Edt View Favortes Tools Help

¢ Favorites @ Update Voucherline Withholding

«NDFT»*

Mutichanr

ER

Iews Window: | Help |

=)

Look Up Class

Vendor SetiD: SHARE
Vendor ID: 0000109213
Vendor Lacation: MAIN
Withholding Entity: IRS
Withholding Jurisdiction: FED
Tvpe: 1089

Withholding Class: [begins with j|

Look Up | Clear | Cancel |E|as\c Loakup

Search Results

16 ot
Jithholding Class Descrigtion |
i) Rents

03 Rovalties

UE] Other Income

06 Medical and Health Care Pymnts
a7 Non-Employee Compensation
14 Gross Aftorney Proceeds

&/ start ] @ J & update VoucherLine ...

||z [CB

Step Action

17. Select the appropriate class for your voucher line. In this case, we used
the 07 link.
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= Update YoucherLine Withholding - Windows Internet Explorer

@:\/V Ig‘ httDs:/MWW‘Cunnectr\d‘\.ISJ'DSDﬂndftfEMPLOVEEﬂERPJ'CﬂMANAGE,WITHHOLDINGS.WTHD,LINE,UPDT.GEL?PORTALPARAM,PTCNAV=EP,WTHD,LINE,UPDT,GBIj E he iR Il‘. Live Search Pl

| File Edt wiew Favorkes Took Help

7 Favorites

{& Update ‘oucherLine Withholding

++NDF T+

e
=
Mew Window | Help | Customize Page | 5,

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1083 REPORTABLE TEST VENDOR
Vendor ID: ooopiosz1s  Location: MAIN Withholding: v

*Business Unit: |11000 Q,_ *From Date: D1/01/2008 (5 Search

I” Clear Updated Withholding ~ *To Date: 1213172009 [

Withhold Entity: [IRS @ Jurisdiction: Q Set All Lines to No Wihd
Withhold Type: Q  Class: Q Set All Lines to wihd

*Start Date: 01/01/2009 [5 *End Date: 12/31/2009 [

First [4] 17 ot 7 [M Last

Current Withhold Details Y Mew Withhold Details

Current New " Business Payrnent
Withhold Withhold Entty Tipe Unit Date

o J
= al a a [ @ 1m0 oooossss 1‘,\7;‘::(“ 06/22/2008  500.000

Jurisdiction Class ‘Voucher Line Invoice Amount

1

a

: ® [ =l[rs @ foma [fEo o [or a 11o00  oooossss 1oAY peizaanng 425000
3 P [ Z][rs s [fep (@ [o7 Q11000 o000gesr 1 Marchwork UBZ22009  500.000
« B [ =lRs afmesaffeo @ [i7 @ 1ioo0  oooosssr 2 Marchwork 0B/22/2008  333.000
5 © [v =]frs @fmescffep @ [ @ 11oo0  oooossss 1 April Travel UB/22(2008  500.000
s & [ = al @[ a [ a oo oooossss 2 April Travel 062272000 333.000
1 F [ =l[rs @foesafep @ [ra @ o0 oooossss 1 Maywork 06222009  700.000

& save | S\Returnto Search | 1E] Previous in List | 4] Mextin List | hlotify |

distart] | & || & update vouchertine .. | @ ‘ 7 |GE

Step Action

18. Correct all the lines on this screen as needed, then click the Save button.
El save

19. Click the OK button on the warning screen about the tax reporting dates
when it pops up.
Ok

20. This is how to select specific lines for 1099-MISC reporting on a single
L\ Return to Search

vendor. Click the Return to Search button.

21. You will be taken back to the original search page so you can go on to
another vendor that needs correction on its 1099 reporting.

22. PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST
OVERNIGHT. WAIT UNTIL THE NEXT DAY TO RUN ANY QUERIES TO
CHECK YOUR CORRECTION.
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3.3.5 -Change the Class on a Reportable Line

Change the Class on a Reportable Line

Procedure

Agencies also need to be cognizant of which withholding class is used in their 1099-
MISC reporting. Vendors are usually set up with a default class of 07 for Nonemployee
Compensation. This is the most commonly reported class at the State of North Dakota.

If an agency is paying a vendor for rent, grant money, an award, etc., other withholding
classes should be used. For more details, please see the document Explanation of
Different Withholding Classes.

Step Action

1. If a reportable payment was made on the wrong withholding class, it is easy
to fix. Just follow the instructions shown here.

Navigate to Vendors > Maintain > Update VoucherLine Withholding.

Always enter SHARE into the Vendor SetID field.

Enter the vendor number into the Vendor ID field.

alrlwnN

Click the Search button.
Search

6. Find the vendor location in the search results that has the incorrect
withholding class entered.
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{2 Update VoucherLine Withholding - Windows Internet Explorer

@;‘/. [&] https:/jerern. connectnd usfpspindrt/EMPLOYEE [ERPYCMANAGE_WITHHOLDINGS. WTHD_LINE_UPGT.GELPORTALPARAM_PTCHAY=EP_tTHD_LIME_LPDT_GE| [of| 8 ||#4 || 5 | [&% Live search Ll

| File Edit View Favorites Tools Help

¢ Favorites

{& Update Youcherline Withholding

~xNDFT+*

=13

Mew Window | Help | Customize Page | 5}

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1038 REFORTABLE TEST VENDOR
vendor ID: 0000108213 Location: AN Withholding: N

“Business Unit: [11000 @ “From Date: 0140172009 [5 Search

I” Clear Updated Withholding ~ *To Date: 12/31/2009 [

Withhold Entity: [IRS @ Jurisdiction: a Set Al Lines to Mo \Wthd
Withhold Type: Q Class: [} SetAll Lines to Ythd

*Start Date: 01/01/2008  [3 *End Date: 123109 [

First (4 1 o1 1 [¥] Last

Current Withhold Details ' Hew Wihhold Detsils

Current New " T Business
Withhold Withhold Entity Tvpe Jurisdiction Class unit

v P [ E[ el al alla

Voucher Line Invoice %E&Em Amount

[ save | S Retunto Search | 4[5 Previous inList | 4[5 testin List | Netify |

distart| | & || & update vouchertimne .. I “|? )]

Step Action

7. Enter your agency's # into the Business Unit field.

8. Always enter January 1st of the calendar year you are correcting in
the From Date field.

9. Always enter December 31st of the same year in the To Date field, such
as "123109".

10. The Start and End Dates should automatically fill in under the Tax
Reporting Year.

11. Click the Search button.
Search

12. Click the View All link if necessary.
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@:t @ [&] https:ffrwn. connectnd.uspsp ndft [EMPLOVEE [ERPcMANAGE_WITHHOLDINGS, WTHD_LINE_LIPDT. GBLFRPORTALPARAM_PTChuA=ER_wTHD_LnE_UPDT_cai || & | [ |[ 3¢ | [8F Lve Search R~

| Fie Edt View Favortes Tools Help

Sy Favorites @ Update YoucherLine Withholding

«*NDFT»*

=

e window | Help | Custorize Page | 15,

Withholding Invoice Line Update  action: = M

Vendor SetlD:  SHARE Vendor Name: 1099 REPORTABLE TEST VENDOR
vendori:  oopotpez3  Location: AN Withholding:

*Business Unit: |11000 Q, *FromDate: 01/01/2008 5] Search

I Clear Updated Withholding  *To Date: 1203142000 | [5)

Withhold Entity: [IRS @ Jurisdiction: Q Set All Lines to No Withd
Withhold Type: Q@ Class: Q SetAll Lines to Wihd

*Start Date: 01/01/2008 3 *End Date: 1232008 3

Current Withhold Details {_ews Viithold Details

Current New Business
Unit

Withhold Withhotd EMY Type Unit
= frs o fisae o o [ January

1 F IRS Q [1099C [FED & o7 & 11000 00006895 1 Work 062272009 500.000
= February

IRs @ [eaq [FED @ Jo7 @ 11000  nooosess T ol 06/22/2009  425.000

Rs O [tneaq [FED @ fo7 @ 11000  noooessr 1 Marchwork 06/22/2008 500000

= Q Q aQ @ 11000 0000GEET 2 Marchwark 06/22/2008  333.000

RS Q1099 QL [FED @ o7 Q11000 00006898 1 April Travel 06/22/2009  500.000

= IRs O |10sa @ [FED @ |07 G 11000  0000BEYS 2 April Travel 06i22/2008 333.000

E Rs @ [togaq [FED @ [ra] '@ 11000  ooooesag 1 Maywork 082212009 700.000

Jurisdiction Class Voucher  Line Iwoice POl pmount

]

e |
;| ;I

A

12 Save | A\Retumto Searcn | +E] Previous n List | 5 et i List | Tty |

Hstart| | & || update vouchertine .. | o

~

=]

Step Action \

13. In this example, the agency user set up the voucher with a class of 14 on
Line 7 when it should have been 07.

DON’T FORGET THIS STEP: To correct the class, first select Y from the
drop-down menu under the heading ‘New Withhold.’

14. Then click the Look up Class (Alt+5) button here.

=
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{Zupdate YoucherLine Withholding - Windows Internet Explorer

HEE
6«::-:- |g https: ffws . connectnd, us/pspindft/EMPLOYEE JERP/c/MANAGE_WITHHOLDINGS WTHD_LIME_UPDT. GEL?PORTALPARAM_PTCNAV=EP_WTHD_LINE_UPDT GBI j 8 |4 x |E" Live Search P
| File Edt YView Favortes Tools Help

¢ Favorites (@ Update voucherLine Withholding

~+*NDF T+

=

New window | Help | 5,

Look Up Class

Vendor SetID: SHARE
Vendor ID: 0000109213
Vendor Location: MAIN
Withholding Entity: RS
Withholding Jurisdiction: FED

ing Type: 1008
Withholding Class: [begins with =]

LookUp | ctear | cancel | pasis Loakua

Search Results
16 0f 6

JWithholding Class Description |
i Rents

oz Ruoyalties

03 Other Income

06 Medical and Health Care Pymints
or Mon-Employee Compensation
14 Grogs Atorney Proceeds

dstart| | & |[ & update vouchertine _.

|o|7[B@

Step Action

15. PLEASE NOTE: If the class you need to report on this voucher does not
show up on this screen, enter a Vendor Request through the Vendor
Reqistry Work Request System to have it added.

In this example, we want the 07 link.
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{2 update YoucherLine Withholding - Windows Internet Explorer

G;‘/. Ed |g‘ https:, connectnd. dFtAEMPLOYEE JERP ¢ MA s ciwlTHHOLD]NGS.WTHDiL[NEJ_IPDT.GBL?PORTﬂLPAR&MJ’TENnV=EP7WTHD7L]NE7LIPDT75EIj Q S| % | [ & Live search £~

| Fle Edt View Favorites Tools Help

5.7 Favorites

{& Update voucherLine Withholding

x*NDFT+

Home:

E

New window | Help | Custamize Page | /S

Withholding Invoice Line Update  action: o] _Run |

vendor SetiD:  SHARE Venor Name: 1099 REPORTABLE TEST VENDOR
Vendor ID: oonoigsziz  Location: MAIN Withholding: Y

*Business Unit: 11000 @ *From Date: o1io1izo0a 5 Search

I Clear Updated Withholding ~ *To Date: 12312000 |5

withhold Entity: [RS Q  Jurisdiction: Q Set All Lines to Mo Wihd
Withhold Type: Q  Class: <% Set All Lines 1o Wihd

*Start Date: 01/01/2009  [5) *End Date: 1203102009 [+

Current Withhold Detaits Y hlew Withhald Detsils:

Current New - Business Payment
Withhold Withhow %Y [vpe Jurisdiction Class Date

1+ ® [ =lfrs @ fressc [Feo @ [or @ 11000 oooosess 1pete ge2i2009 500,000
2 ® [ =lfrs @ fessc [feo @ [or (@ 11000 oooosess 1R gezzo0s 425000
3 F [ =lrs @ fossa [feo @ [or @ 11000 oooosasr 1 Marchwork 06222008 500,000

r [ = al @l @ [ @1 oooosssr 2 Marchwork DE/22/2008  333.000
5 F [ =lfrs afimeeaffeD @ [ @ 11000 ooooeess 1 April Travel 06222008 500000
6 F [ ks «[ossc [feo @ [or @ 11000 oooossss 2 April Travel 06222008 333000
7 F [y =lrs @ fossa [fEo @ [ @ 11000 oooosass T Maywork 06222008 700000

Voucher Line Invoice Amount

= 5ave | S\Retumto Search |+ Previous n List | 421 Hext in List | (] watity |

s | & |[Evpaace voucharme | BH:
Step Action
16. Click the Save button once you get back to this screen and everything looks

correct.
Bl cave

17. A warning message about the tax reporting dates will appear, just click the
OK button.

O
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{Z Update YoucherLine Withholding - Windows Internet Explorer

@\:‘/ R |g‘ hteps: /jwuw. connectnd. us/psp/ndft/EMPLOYEE JERP/CMANAGE_WITHHOLDINGS W THD_LINE_UPDT GEL?PORTALPARAM_PTCHAY=EP_WWTHD_LINE_UPDT GBI j 8 |[érf|x |€'Lwe Search e

| File Edit ‘iew Favorites Tools Help

¢ Favorites

{& Update YoucherLine Withholding

~*NDF T+

hiutichannel

=3
Mew Window | Help | Customize Pag Saved

Withholding Invoice Line Update  acion: | _Run |

Vendor SetiD:  SHARE Vendor Name: 1099 REPORTABLE TEST VENDOR
Vendor ID: oooptogzts  Lecations Al Withholding: -/

‘BusinessUnit: [fi1000  ©  cFrompate:  [0107/2008 [ Search

I” Clear Updated Withholding  *To Date: 1203112008 [H

withhold Entity: [IRS @ WJurisdiction: Q Set All Lines to No Yithd
Withhold Type: Q@ Class: Q SetAll Lines to ythd

“Start Date: 01/01/2008 [0 *End Date: 1203152008 [

First [ 1.7 01 7 [M] Last

‘Current Withhold Detaile Y_Mew Withhold Details

Business
Unit

Current New - - N Payment
Withhold Withhoi B0 Type Voucher Line Invoice Date Amount

— January
1 RE GEREEY Q Q 11000 0000685 [l 062272008  500.000

Jurisdiction Class

2 B [ =Fllrs al @ a [ oo oooosses 15T pazazong 426000
3 F [ =lfRs a a[  a [ aiio ooooseer 1 Marchwork DE(Z2/2008  500.000
o [ Al al al @ [ @iooo  oooossar 2 Marchwork DS(22/2008  333.000
s B [ =lfRs a al @ [ @100 oooosess 1 April Travel DB/22/2008  §00.000
& B [ Ffrs a a @ [ @i omooesss 2 April Travel DB/22/2008  333.000
7 B [v =lfrs @fissc feo @ fo7 @ 11000 oooossas 1 Maywork 06/22/2008  700.000

& save | LReturnto Search | 1[= Previous in List | 5 Mext in List | [=] nuatify |

i/ start J & J /& update voucherLine... J “|? B

Step Action

18. Click the Return to Search button.
S Return to Search

19. PLEASE REMEMBER THAT THESE CHANGES WILL NEED TO POST
OVERNIGHT. WAIT UNTIL THE NEXT DAY TO RUN ANY QUERIES TO
CHECK YOUR CORRECTION.

20. Reporting on the wrong withholding class can create tax problems for the
vendor. For instance, using class 07 instead of 01 means that the vendor
will have to pay self-employment taxes on rental income, which is expensive
and incorrect.

Please watch the withholding class listed on the 1099 query results!

End of 3.3.5.
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3.3.6 -Clear Updated Withholding

Clear Updated Withholding

Procedure

PLEASE NOTE: If you find that you have made a mistake and would like to reverse a
correction you already made, it is possible to clear the updates and bring the vendor's
record back to its original status.

Step Action

1. Navigate to the Vendors > Maintain > Update VoucherLine Withholding
link.
2. The Vendor SetID is always SHARE. Enter "share".
Enter the vendor number or name to search on.
4, Click the Search button.
Search
5. Choose the location that needs the updates cleared of previous corrections.
6. Enter the information just as you did previously when you made the original
correction. Begin with your agency's # in the Business Unit field.
7. Always enter January 1st of the calendar year you are correcting in
the From Date field.
8. Always enter December 31st of the same year in the To Date field, such
as "123109".
9. The Start and End Dates should automatically fill in under the Tax
Reporting Year.
10. Click the Search button.
Search

Page 81




Training Guide
Module 3 — 1099 Vendor Reporting

pdate YoucherLine Withhol Windows Internet Explorer

= [&] https:/jrws connectnd usfpspindft fEMPLOVEE [ERPjc/MANAGE_WITHHOLDINGS, WTHD_LINE_UPLT,GBL7PORTALPARAM_PTCHAV=EP_WTHD_LINE_UPDT_GEI =]

G0

S|

& Live Search £~

| File Edt View Favorites Tools  Help

¢ Favortes (@ Update YoucherLine Withholding

x*NDFT#*

=

Action: =] _Run

Withholding Invoice Line Update

Vendor SetlD:  SHARE Vendor Name: 1099 REFORTABLE TEST VENDOR
Vendor ID: poooqpaz13  Location: MAIN Withholding: Y
*Business Unit: [11000 @ ‘FromDate:  |01/01/2008 [ Search

I Clear Updated Withholding ~ “To Date: 1203172009 [5)
Withhold Entity: [RS @ Jurisdiction: Q SetAll Lines to Mo Withd
wWithhold Type: Q Class: Q Set All Lines to Wihd

*Start Date:

1213152009 31

01/01/2003 [ *End Date:

Current Withhold Details ' _New Witihold Details

Current New ” Business f . Payment
Withhold Withhold Entity Type Ju Unit Voucher Ling Imvoice Date Amount
January
1 = 11000 00006895 1 \ork 06/22/2009 500.000
= February
2 4 IRS Q [108aQ [FED @ |07 Q11000 00006836 1 travel 06/22/2009 425.000
3 W - [re @ [tosacy [fep @ [or @ 11000 ooooesar 1 Marchwork DBi22/2009  500.000
4 [l 11000 00006897 2 Marchwork 08/22/2009 333.000
g I 11000 00006898 1 April Travel 08/22/2009 500.000

& save | A Return to Search | +[E] Previous in List | +E] Next in List | =] Netify |

distan| | @ || & update vouchertine

Mew Window | Help | Customize Page | &)

|0l G

Step Action l

11. Click the View All link.
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Update YoucherLine Withholding - Windows Internet Explorer

@; 7w [ ] https: fuwan. connectnd.usipspindft/EMPLOVEE [ERP{c/MANAGE _WITHHOLDINGS WTHD_LINE_UPDT.GBL?PORTALPARAM_PTCHAI=EP_INTHD_LINE_UPDT 81 7| S| |8 Live Search

| File Edt View Favorites Tools Hep

. Favarites @ Update Youcherline Withholding

++NDF T+

=

MewWindow | Help | Customize Page | B

Withholding Invoice Line Update  action: -] ﬂl

Vendor Setl:  SHARE Vendor Name: 1089 REPORTABLE TEST VENDOR
Vendor ID: oooofoazis  Lecation: MAIN Withholding: ¥

‘Business Unit: [11000 @ *FromDate: 01/01/2008  [5) Search

I™ Clear Updated Withholding  *To Date: 1273172008 [

Withhold Entity: [IRS @ Jurisdiction: Q SetAll Lines to Mo wihd
Withhold Type: Q Class: Q Set All Lines to Wihd

*Start Date: 01/01/2009 [ *End Date: 122152009 Fil

Current withhold D Y Heve Withhold Details

Current New .
Withhold Withhotg 511 Tvre

dJurisdiction Class B".Siﬁ
— Unit

Voucher Line Imoice E—Z“EM Amount

1T B 11000 00006885 1 \J/\?Srf“’ 06222008 500.000
: 7 [ =lfrs afimsc [FEo @ [or @ 11000 ooooesss 1 FEOMAY pprzyons 425000
3 ® [ =lfrs @fossa [\eo @ [or @ 11000 oooosssy 1 March work 08/22/2008 500,000
P 1000 00DAGRST 2 March wark 0G2/2008 333000
[ 11000 0000898 1 April Travel 0B/222009 500000
i 11000 00D0RSSS 2 april Traval 0R32/2008 333000
7 ® [ =][ms @ fioege [FEq @ [+ @ t1o00  oooosesg 1 Maywork  08/22/2009  700.000

B save | Ly Returnto Searchl +[E] Previous in List | F] et in List | [=] hotify |

=]

dstart| | @ || update vouchertine ... | @

Step Action \

12. To see the updates already made to this vendor, click the New Withhold
Details tab.
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{2 Update YoucherLine Withholding - Windows Internet Explorer

@_\:\ w [ ] https: v conmectnd us(pspindft/EMPLOYEE [ERPc/MANAGE _WITHHOLDINGS. WTHD_LINE_UPDT.GELIPORTALPARAM_PTHav=EP_wTHD_Lie_poT_cen 2| b [|$#)| 20| [ Live search P~

=

| File Edt Wew Favortes Toos Help

<y Favorites @ Update voucherline Withholding

#+NDFT#*

(E]3

Mew Window | Help | Custornize Page | 5

Withholding Invoice Line Update action: =] _Run |

Vendor SetlD:  SHARE Vendor Name: 1099 REPORTABLE TEST VENDOR
VendorID:  0000109z13  Location  MAIN \Withholding: v

B ORE [TT00—Q,  *FromDate:  [01/01/2008 Search

I clear Updated Withholding ) *To Date: 123142008

Withhold Entity: [|IRS @, Jurisdiction: Q Set All Lines to No Withd
Withhold Type: Q Class: Q Set Al Lines to wihd

*Start Date: 01/01/2008 [ *End Date: 1203172000 [H

First [4 1.7 or 7 [H Last

hhold Detalls | Hew Withhold Details
H";i&Vuucher Line New Withhold New Class New Type HNew Jur Status
111000 00006895 1Y o7 1098 FED Updated
211000 00006396 1
311000 00006897 1
411000 00006897 2N Updated
511000 00006898 g a7 1083 FED Updated
611000 00006392 Y a7 1099 FED Undated
711000  0000E399 1

& save | JS\Returnto Search | t[E] Previous in List | +[5] Mestin List | [=] Motity |

c @

Histat| | & |[ @ vpdate vouchertine ... | @

Step Action

13. You can see on this screen where lines 1, 4, 5, and 6 were previously
updated. Line 4 had withholding removed, whereas the other three had
withholding added or a class changed. To remove ALL changes already
made, click the Clear Updated Withholding option on top.

14. Click the Save button.
El Save
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date YoucherLine Withholding - Windows Internet Explorer
= [e] reps:
| Fle Edt View

-

connectnd.

Favorites  Taols

Help
7 Favorites

Ft{EMPLOYEE [ERP/c /MANAGE_WITHHOLDINGS. WTHD_LINE_LPDT.GBL7PORTALPARAM_PTCHAV=EP_WTHD_LINE_UPDT_5BI | S| X | 87 ve search

{& Update voucherLine Withholding

e
x*NDFT+

E

Home:

Withhold Update must process all transactions for the entire Tax Reparting Year (7400,122)

Pleage verify that the Tax Reporting Start date and End date are correct (far USA, you must enter the entire calendar year, 0101/ to 12031077
Failing to specify the correct dates will cause data errars

Press OK1io SAVE

Press Cancel o go back 1o the previous page and verificorrect those dates,

0K Cancel

& start. J @&

|| @ undate vouchertine ..

=

le ¢ |G@

Step Action
15.

Click the OK button on this warning message.
8124
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{2 Update YoucherLine Withholding - Windows Internet Explorer

6«‘\»—;‘- |g, https:waw.(Dnnettnd‘u5ipspindfliEMPLOVEEiERPi(/‘MANAGEiwlTHHOLD]NGS‘WTHDiLINEiLIPDT.GBL7PORTALPARAMj—'TCNAV=EP7WTHD7L]NE7L1PDTiGEIj 8| 42| x| 8 e search

£

| File Edt View Favortes Tooks Help

7 Favarites

(& Update WoucherLine Withholding

+*NDF T+

Er

Withholding Line Update
Enter any infarmation you have and click Search. Leave fields blank for 3 list of all values.

Find an Existing Value
Vendor SetiD:  [= > [BHARE Q
endor ID: [begins with =] [oooot0e213 Q
vendor Location: [begins with x| [uain Q

Vendor Hame 1: [begins wnhj|

I” case Sensitive

Search | Clear |Elas|u Search 5 Save Search Criteria

Search Results

1302
fendor SetlD Vendor ID  Vendor Location Vendor Name 1 Withholding Applicable
SHARE 0000061544 MAIN 1083 PRO IMNC N
SHARE 0000108213 1099-G 1099 REPORTABLE TESTWENDORY
SHARE 0000109213 MAIM 1099 REPORTABLE TEST YENDORY

distart]| | @ || & update vouchertine ...

New Windaw | Help |

=)

| o] G

Step Action

16. You need to click the Return to Search button to reset the page.
L Return to Search

17. Once you are back at the screen above, go back into the same vendor
location to see how the previous updates were removed.

Page 86



Training Guide
Module 3 — 1099 Vendor Reporting

{ZUpdate YoucherLine Withholding - Windows Internet Explorer

G;j ® [ nttps:/ /oy, commectnd, usipsp ndft/EVPLOYEE /ERPCMANAGE _WITHHOLDINGS. WTHD_LINE_UPDT GELTFulderPath=PORTAL_ROOT_OBJECT.EPCO_YENDOR X *4 || X | [ Live search L~

| Fle Edt Wiew Favorites Tools Help

<¢ Favortes (@ update VoucherLine Withholding

«NDFT#

(E]3

Home

Mew Vindow | Help | Customize Page | 5

Withholding Invoice Line Update  aciion: =l _Fun |

Vendor SetlD:  SHARE Wendor Name: 1099 REPORTABLE TEST VENDOR
Vendor ID: 0000109213 Location: MAIN Withholding: ¥

*Business Unit: |11000 @, *From Date: 01/01/2008 Search

I Clear Updated Withholding  *To Date: 12/21/2008

Withhold Entity: [IRS @, Jurisdiction: Q Set All Lines to Mo Withd
Withhold Type: Q Class: Q Set All Lines to wWihd

“Start Date: 01/01/2000  [5] *End Date: 1273172000 5

Current Withhold Details | hlew Withhokl Details

V(\:ﬁu(::r:‘d \’:ﬁhul d Entity Type risdiction Class Eﬁ\mucher Line Inmvoice giem Amount
1R =] R [iossc [FEX_ @ [07 @ 11000 oooosess 1335‘&” 06/22/2009 500000
2 ~] R fioes o [FED [o7 a 11000 oooosass 152533"’ 062212009 425000
3 F w] ks @ fioes @ [FED @ \o7 @ 11000  oooossgr 1 March work 0B/2202008  500.000
F - al & a Q11000 onnoesar 2 March work DE/22/2008 333 000
[ =] rs @ fioesa [fED @ A0 DAN0G3GS 1 April Trawsl DRZ202008 500,000
8 @ ~]Rs o fioesa [FED @ o7 @Ngooo  oooosses 2 April Travel 0B(22/2009  333.000
F ~lRs @ fiossa [FEo @ [ie @ i 00008899 1 Maywork  0Bf22/2009  700.000
B save | ELReturn to ‘Searchl +[E] Previous in Llstl +[E] Mextin sttl [=] Matity |
Histart| | @ |[@ Undate vouchertine .. e
Step Action \
18. Enter all the same information in the top section as before.
19. Click the Search button.
Search

20. Click the View All link.

21. Then click the New Withhold Details tab.
Rless withhold Details]|
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{2 Update YoucherLine Withholding - Windows Internet Explorer

G;j )@ [£] Hetps: jvumconnectnd.usipspinclit [EFPLOYEE/ERPYc/MANAGE _WITHHOLDINGS, WTHE_LINE_LUPDT. GBL?PORTALPARAM_PTChAv=EP_THD_LINE_UPDT_661 7| &8 |[#9] (3| [ Live Search £~

| File Edit View Favortes Took Help

. Favarites @ Update voucherline Withholding

«*NDFT**

(=

New indow | Help | Custarnize Page | 5,

Withholding Invoice Line Update  action: =] _Run |

Vendor SetlD:  SHARE Wendor Name: 1089 REPORTABLE TEST VENDOR
Vendor ID: 0000109213 Location: WAIN Withholding: ¥

‘BusinessUnit: [11000  Q  ‘FromDate:  [01/01/2008 [%) Search

I Clear Updated Withholding ~ *To Date: 1203172009 [5)

Withhold Entity: [IRS Q,  Jurisdiction: Q SetAl Lines to No Wihd
Withhold Type: @ Class: Q SetAll Lines to withd

*Start Date: 01/01/2008  [] *End Date: 123172000 5

7
Current Witk Detals f Hew Withhold

Business

Unit ‘Voucher Line New Withhold New Class New Type New Jur Status

111000 00006855
211000 0000GE9E
311000 00006857
411000 00006897
511000 0000GR98
611000 00006858
711000 0000GE99

- M- -

& save | E\Return o Search | +[E] Previous in List | 4[5 Next in List | [=] metity |

distart| | & || € update vouchertine ... | o | Y]

Step Action

22. This page has been restored to the original information taken from the
vouchers - there are no more changes "pending.” Make the necessary
corrections now as shown in the other instruction topics.

23. This ends the instructions on how to clear the 1099 corrections already
made on a vendor and restore the reporting to the original withholding on the
voucher lines.

End of 3.2.6.
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Lesson 3.4 -Vendor Balances by Class Inquiry

Using the Vendor Balances by Class Inquiry

Navigation: Vendors > 1099/Global Withholding > Maintain > Update VoucherLine
Withholding

Security Access Required: NDC_1099 MAINTENANCE role

The following script shows users with 1099 access to view the total payment amounts
that a business unit has reported or will report on a 1099-MISC form for a particular
vendor. If an agency pays a vendor under two different withholding classes, the totals
will be split out by class.

This query screen is more accurate than running the NDS_1099 ACTIVITY query,
because that query looks at the activity on the vouchers, whereas this delivered inquiry
looks at the information on the 1099 tables. Therefore, any recent corrections made to a
vendor's reporting will show up more accurately here.

3.4.1 -Run the Vendor Balance by Class Inquiry

Running the Vendor Balance by Class Inquiry

Procedure

PeopleSoft delivers a good tool to inquire on the total dollar amount that agencies are
reporting on a particular vendor and the class that the income will be reported under.

If an agency makes corrections to a vendor and wants to make sure the changes were
done right, there are nightly processes that post these changes to the 1099 tables. Use
this inquiry the following day to see how the reporting looks after your corrections
were made.
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{2 Base Navigation Page - Windows Internet Explorer

- |E Hetps:, connectnd SFLEMPLO® IB_PTPP_SC.HOMEPAGE FieldFormula. [Script_AppHP?pE_frame=EPCO_VENDORSEFaiderPath=ro =] | B |[%2 [ x| |L' Live Search

| Fle Edt View Favorites Tools Help

7 Favorites {& Base Navigation Page

x+*NDFT+

Search:

M
& ﬁ Review

Vouchers by Vendor Vendor Balance by Class

Reviews vendor wihholding transactions by voucher Review vendor withholding transactions by class.

[ My Favaorites
> Supplier Contracts

[ 1088/Global Withholding
[ Purchasing
[ eProcurement
[ Services Procurement
I Accounts Payable
[ Azset Management
> Commitment Contral
> General Ledger
[- Set Up Financials/Supnly
Chain
- Worklist
> Tree Manager
[ Reporting Toals
> PeopleTonls
[ MD Utilities & Interfaces
[ NDE Reports
- Tax Center
- Back to Portal
— Change hiy Password
- My Personalizations
| My System Profils

i start. J -] Base Navi n Page...

Step Action

1. Click the Vendors > Review > Vendor Balance by Class link.

Eendur Balance by Class
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/= vendor Balance by Class - Windows Internet Explorer

GT\: ) =[] https:i/umw.connectnd, usipspindt/EMPLOVEE/ERP c/MANAGE_WITHHOLDINGS. WTHD_BAL_VNDR. GBLIPORTALPARAM_PTCHAV=EP_WTHD_BAL_vNDR_BL( ]| & ||| | [ Live search Pl
| Fle Edit Yiew Favortes Tools Help

<7 Favorites

(& Vendor Balance by Class

+*NDF T

=3

Mew Window | Help | 8,

Vendor Balances by class

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

SetiD: = (o share

Vendor ID: [begins W\thj|
Vendor Location: [negins with =] |

Short Vendor Name: |begm5 W\th;”minml
Our Customer Numher:l beging with j |
Name 1: [beging with =][

I” case Sensitive

L L L L L L

Search | Clear |EaS|c search [E] Save Search Criteria

#istart| | @& || & vendor Balance by cl...

Jolz [«

Step Action

2. Users must always use the SetID of SHARE whenever working with 1099

information.

Vendors can be searched on their name, vendor number, or their short

name. In this example, we entered "midco" in the Short Vendor
Name field.

4. Click the Look up Short Vendor Name (Alt+5) button.
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{Z¥endor Balance by Class - Windows Internet Explorer

[_[=]x]
5-:: /- |g, https: ffwis. connectnd.us/psp/ndft JEMPLOYEEERPic/MANAGE_WITHHOLDINGS. WTHD_BAL_WMDR.GEL?PORTALPARAM_PTCNAY=EP_WTHD_EAL VHDR_GEL! j 8 [|42|[x |:f Live Search R
| File Edt View Favortes Tools Help

¢ Favorites (@ vendor Balance by Class

«NDFT*

ER

Mew Window | Help | B

Look Up Short Vendor Name

SetiD: SHARE
Short Vendor Name: [begins with =] [mioCo
Name 1: [begins with =] [
vendor ID: [begins with =] |

Lnnkupl Clear | Cancel |EIas\£Lnnkuu

Search Results

1T of 7

MIDCO DATA-O0  MIDCO DATA BISMARCK NG 0000024714

MIDCO ENTE-001 MIDCO ENTERPRISES INC 0000037126

MIDCONTINE-001  MIDCONTINENT BUSINESS SOLUTIONS Q000001375

MIDCONTINE-002  MIDCONTINENT COMMUMNICATIONS ADWERTISING 0000007 56

MIDCONTINE-003  MIDCONTINENT COMMUNICATIONS 0000002315

MIDCONTINE-004 MIDCONTINENT PUBLIC | IBRARY 0000073856

MIDCONTINE-005 MIDCONTINENT BUSINESS SOLUTIONS 0000081925
Aistart| | & |[& vendor Balance by 1. Jo|z [«
Step Action

5. A list of vendors with a Short Name beginning with “Midco” will appear.

For our purposes, we want to see all the reporting so far on Midcontinent
Business Solutions.

6. Click the Search button when you come back to the first screen.
Search
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ndor Balance by Class - Windows Internet Explorer

| File Edit View Favortes Tools Help

% [I8] hetps: v connectnd.us]pspjndft[EMPLOYEEERP fc/MANAGE _WITHHOLDINGS. W/THD_BAL_VNDR. GEL7PORTALPARANM_PTCNAY=EP_WTHD_BAL_NDR_GBL[Z ||| [8 Live Search

i Favarites @ vendor Balance by Class

«*NDFT**

Home:

(=

New window | Help |

=]
Vendor Balances by class
Enter ary information vou have and click Search, Leave fields blank for a list of all values,

Find an Existing Value
SetlD: = | SHARE Q

Vendor ID: [begins with ][
Vendor Location: [begins wnhj|

Short Vendor Name:  [begins with =] [MIDCONTINE 005
Our Customer Number: [begins with 7] |

L L L LS

Name 1: [begins wit =] [

I™ Case Sensitive

Search | Clear |Bas\c Search (5 Save Search Criteria

Search Results
140fq
SetiD Vendor ID  Vendor Location Short Vendor Name Our Customer Humber Name 1

SHARE 0000081325 1095| 1D COMTIMNE-O! 48 MIDCOMTINENT BUSIMESS SOLUTIONS
SHARE 0000081825 ZREMIT MIDCONTINE-DOS 7148 MIDCONTINENT BUSINESS SOLUTIONS
SHARE 0000081925 hAIN MIDCOMTIME-DOS 7148 MIDCONTINENT BUSINESS SOLUTIONS
SHARE 00000815925 REMITT MIDCOMTINE-O0G 7148 MIDCONTINENT BUSINESS SOLUTIONS

Astart] | & |[& vendor Balance by c1.- | 0|l5 [«

Step Action

7. If your vendor has more than one location, click the link that you used in your
vouchers and/or corrections.
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{2 Vendor Balance by Class - Windows Internet Explorer

HEE
6: [ httws:i /v, connectid usfosinditEMPLOYEEERP/c/MANAGE_WITHHOLDINGS WIHD_BAL_WNDR.GELTPORTALPARAM PTCHAY=EP_wTHD_BAL_whiDr_coLi ]| i |[##|[ ) [ Live search £
| Fie Edt Wew Favorkes Tools Help
o Favorites @ vendor Balance by Class

=0

Start Date:

Vendor Balance

SetiD: SHARE Mfendor: 0000081925

++NDFT#*

MIDCONTINENT BUSINESS SOLUTIONS — Location: 1089REPORT

01/01/2008 5] EndDate:  [123108] [ Search

Business Units

Entity Type

First [4] 1 of 1 ¥ Last

Business Unit:

fithholding Balances

First [4 1 of 1 [ Last
Paid Amount Currency
0.000 0.000 0.000

Jurisdiction Class Description

2 Save || E\Retunto Search | <) Previous inList | 4] et in List | =] watty |

Bew Window | Help | Customize Page | B

Aistant| | & |[@ vendor Balance by ... | w.\? [«
Step Action

8.

Always use the entire calendar year that you are concerned about. For this

topic we are working with the 2008 calendar year. Enter "010108" in
the Start Date field.

Enter "123108" in the End Date field.

10.

Click the Search button.
Search
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{Zvendor Balance by Class - wWindows Internet Explorer

- [5]x
6;\/ - |g https: ) fvwsw. connectnd usjpsp/ndft/EMPLOVEE JERPIC/MANAGE_WITHHOLDINGS. WTHD_BAL_VHDR.GEL?PORTALPARAM_PTCHAY=EP_WTHD_EAL YNDR_GBL{ j@ *2|| X% |H;' Live Search L
| Fle Edt View Favorites Took  Help
iy Favorites (@ vendor Balance by Class

Entity

x+*NDFT+

(=013
Mew Window | Help | Customize Page | 5,
Vendor Balance
SetlD: SHARE Vendor: 0000081925 MIDCONTINENT BUSINESS SOLUTIONS  Location: 1088REPORT
Start Date:

Business Units

Business Unit: 11000

fithholding Balances
Iype

Paid Amount Currency
IRS 1099 FED o7 Mon-Emploves Compensation £00.000 0.000 0.000 UsD

2 Save | Retun to Search | |+ Previous in List | 48] mextinList | | = matity |

010152008 ) EndDate:  [12131/2008 [H)

First [4] 1 ore M L ast

COffice of Management & Budget

First [ 1 o 4 [ Last

Jurisdiction Class Description Liability Amt

Basis Amt

stan| | @ |[/@ vendorBatance by .. leo|z [«
Step Action

11.

Notice that there are six pages of business units reporting on this location.
You will be able to see other agencies’ total payments to this vendor
location, but no confidential information. Click the View All link to see all
business units or scroll with the arrow key to find yours.

12.

If you see that the total on this page for your business unit matches the total
you think is correct, you can feel confident that the correct amount will print

on the vendor's 1099-MISC form. Click the Return to Search button when
done.
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Save Warning

ou have unsaved data on this page. Click OK to go back and save, ar Cancel
to continue.

oK | cancel |

Step

Action

13.

Just click the Cancel button when you get this warning message. Don't
bother clicking "OK" as this screen will not save the information anyway.

Cancel
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{ZVendor Balance by Class - Windows Internet Esplorer

|_[=]x]
@\t‘/ ) =[] https:frm. connectnd. us/psp/nclt EMPLOYEE/ER Pjc/MANAGE_WITHHOLDINGS WTHD:_BAL_UNDR. GBLIPORTALPARAM_PTCA=ER_wiH_gaL_ynor_coL([=]| £ |[#9|[ | [8 Live search L~

| File Edit View Favartes Tools Help

i Favarites @ yendor Balance by Class

~NDFT#

=3

New wWindow | Heln |/,

Vender Balances by class
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value
SetiD: =z [BHARE Q
Vendor ID: [begins with ] [ooonos1 925 Q
Vendor Location: [begins with =] [1099REPORT Q
Short Vendor Name:  [begins W\thj| Q
Our Customer Number: [begins with =] | Q
Name 1: [begins wit =] [ Q
I™ Case Sensitive

Search Clear | pasic Search [E Save Search Griteria
Search Results

14 014

SHARE 0000084825 1098REPORT  MIDCONTINE-005 7146 MIDCONTINENT BUSINESS SOLUTIONS
SHARE 0000081925 2REMIT MIDCONTINE-OOS 7148 MIDCONTINENT BUSIMESS SOLUTIONS
SHARE 0000081325 MAIN MIDCONMTINE-DOG 7148 MIDCONTINENT BUSINESS SOLUTIONS
SHARE 0000081 925 REMIT? MIDCOMNTINE-005 7148 MIDCONTINENT BLUSINESS SOLUTIONS

Aistan| | @ |[@ Vendor Balance by ... | \r0|i5 [«

Step Action

14. That is all there is to using Vendor Balance by Class. If you wish you can
inquire on another vendor from this screen.

This inquiry is more accurate than any query, because these screens look
directly at the 1099 tables. Do not forget to click 'View All' to see the
reporting from all business units. One thing to remember is that your
corrections made on the Update Withholding VoucherLine page will not

appear on this screen until the next day; a nightly process needs to run to
make those changes.

The next section shows a function whose changes will show up immediately
under Vendor Balance By Class — withholding adjustments.

End of Lesson.
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Lesson 3.5 - Withholding Adjustments

NAVIGATION: Vendors > 1099/Global Withholding > Maintain > Adjust
Withholding

Role Required: NDC_1099 MAINTENANCE

A new screen has been made available to users with the 1099 Maintenance role called
Withholding Adjustment or Adjust Withholding - depending upon which screen you are
looking at. Access to this screen will allow agency users to do the following:

e Split vouchers between reportable and nonreportable amounts that were
combined on one invoice line;

e Enter reportable payments made to employees on the HOME location in error;
and

e Enter payments made on a system other than PeopleSoft, where the
transactions still need to be reported.

Previously only Vendor Registry had access to this screen, but the number of
adjustments has been growing steadily each year. It is not a difficult process, but as
with any 1099 corrections, caution must be used when entering this information.

Contact Vendor Registry at (701) 328-2773 if you have any problems entering
withholding adjustments.
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3.5.1 - Split Reporting on Invoice Lines

NAVIGATION: Vendors > 1099/Global Withholding > Maintain > Adjust
Withholding

Role Required: NDC_1099 MAINTENANCE
Agencies often find that they make payments that include both reportable and

nonreportable items, such as a bill for parts and labor. The easiest way to split the total
amount is to do so in voucher (see Correcting Withholding Information Within Voucher).

In the past, agencies had to have Vendor Registry split this reporting for them if it got
missed in the voucher. A new screen is now available for agencies to split their
vouchers between reportable and nonreportable amounts themselves called
Withholding Adjustment or Adjust Withholding, depending upon which screen you
are looking at.

If you have several vouchers that need splitting, you might want to prepare your work
ahead of time by entering the information into the spreadsheet called "Template for
Withholding Adjustments” found at http://www.nd.gov/vr/1099/1099-info-index.html.

Procedure

An example of a common vendor requiring vouchers to be split would be payments to

Presort Plus, where part of the payment is reportable for the service they provide, but

the bulk of the amount is for postage and, therefore, nonreportable. This topic will use
Presort Plus as an example of how to split reporting on vouchers.
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ﬂ?BasE MNavigation Page - Windows Internet Explorer

@E"' [ httos: 1vwews. connectnd usfpspimdft/EMPLOYEE [ERPfsWEBLIE_PTPP_SC, HOMEPAGE. FiclFormula script (]| 8 [ #2 )| x| [ ve search |2+
| File Edt Wiew Favorites Tools  Help

J 7 Favarites J 7% €| ConnecthD Operational Env... @5 Suggested Stes ~ @ | Weh Slice Gallery ~

@ Base Mavigation Page

x*NDF T+

=

hain henu =

ﬁ Vendors

Add, mairtsin, or spprove vendors; manage 1099, global withholding, o CA EDD.

ﬁ Maintain ﬁ Review ﬁ General Reports

GenerslWithholding Reports

= Adiust Withhalding =l Wouchers by Yendor =l withd Youcherfendor Mismatch
= Update YoucherLine Withholding =l endor Balance by Class

i start J e J /& Base Navigation Page... J (73 ’?

Step Action

1. To access the Adjust Withholding screen, begin by clicking
the Vendors link.

2. Click the Adjust Withholding link under Maintain.
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ﬁ:'ndjust Withholding - Windows Internet Explorer

@?: /e |g, hitps: . connectnd. us/pspindft [EMPLOYEE JERP cMANAGE_WITHHOLDINGS, WTHD_ADIUSTMENT  GE j 8y || || x| | & Live Search Folis
j File Edit View Favorites Tools Help

J < Favorites J 9% | ConnecthD Operational Env... = Suggested Sites * & | Web Slice Gallery +
& adiust Withholding

s+NDFT#+

=»

M Window | Help | [l

htp

Withholding Adjustment
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value '
vendor set:  [= 7] [erere Q
Vendor ID: |begmswnhj|000009?05?|

Vendor Location: | hegins with = | |

Search | Clear |Basm Search S Save Search Criteria

#start] | @& || & adjust withholding - ...

Step Action
3.

Make sure that the SetID on the first line says "SHARE." Next, enter the
vendor number that needs reporting split into the Vendor ID field.

4, Click the Search button.
Search
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= adjust Withholding - Windows Internet Explorer

@?}V |g https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj 5 *2 || X | |3 Live search P~

J File Edit View Favorites Tools  Help

J jﬁ‘f Favorites J 1‘.:‘5 € | ConnectMD Operational Env.., @ Suggested Sites » & | Web Slice Gallery =

& Adjust Withholding

x*NDFT#*

| Bl

e Window | Helg | B

Withhelding Adjustment
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Vendor Setin:  [= 7| SHARE Q
Vendor ID: |hegms W|thj|DDDDDQFDS?
wendor Location: | begins with =] [
Bar Clear | Basic Search [E) Save Search Criteria

Search Results
1202
‘endor SetiDVendor ID  Yendor Location Hame 1
SHARE 0000097057 DHSCOMTO01 PRESORTPLUSLLC
SHARE 0000097057 MAIN FRESORTPLUS LLC

#start| | @ || @ adjust withhalding - .. | u.F

Step Action

5. If the vendor has more than one reportable location, select the one you used
in your vouchers. The Location names are listed in the 1099 Mismatch and
1099 Activity queries.
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(f'ndiust Withholding - Windows Internet Explorer

@:v [ hctps: v, conmectnd.usjpsp/ndftEMPLOYEE /ER P/ JMANAGE _WITHHOLDINGS wTHD_apoUsTrENT.GE x| &b ||#9 || 5 | [£5 Live Search R

J File Edit Wew Favorites Tools  Help

J {\“( Favorites J *1‘."5 # | ConnectMD Operational Env... @ Suggested Sites * & | Web Slice Gallzry =

1€ adijust withholding

x«NDFT**

&

New Window | Help | Custorize Page |

nttp

Withhold Adjustments

Vfendor: SHARE 0000097057  MAIN PRESORTPLUS LLC

Business Unit: || Q
Entity: | @, Jurisdiction: @, Start Date: [
Type: I Q, Class: O End Date: I—EU Search |

Adjustments
Main Information | Transaction Info

lﬁ?{’fiﬁ ‘Entity  *Type *Juristiction *Class *Rule

Legaty Farar—4dra Mar—a =

Bl Save | LLReturn to Ssarch | +E] Previous in List | A[F et in List | [=T] matify | s Refresh |

Hjstart' J é J

(& ndjust Withholding ...

/

Step Action /

Jof

6. If this is the first time you have used the Withhold Adjustments page, click
the Customize link before going any further.

Customize

If you have already customized this screen, move on to page 111 for
withholding adjustments.
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ust Withholding - Windows Internet Explorer

@: )@ |&] https: fumn.connectnd.us{pspincFt/EMPLENEEERP{c/MANAGE_WITHHOLDINGS. wWTHD_A0IUSTMENT,GE 7] | G || || % | |&% Live Search L=

JF\Ie Edit View Favorites Tools  Help

J 77 Favarites J 9% & ConnectND Operational Ernw... @ Suggested Sites = & | Weh Slice Gallery ~

(& Adjust withholding

s*NDFT**

Horme

| [Eike

Column Qrder Sortorder |

Tab Main Information H| =]
(zalumn 3) = = %]
“Business Unit
“Entity

“Type I Hidden I~ Descending
“Jurisdiction I Frozen
“Class

“Rule

Tab Transaction Info

Basis Amt

Liahility Amt

Paid Armount

Payment Date

Declaration Date

Tab Payment Inforrnation

Bank SetiD

Bank Code

Bank Account

Method

Payrment Reference

Currency

Posted Date

Tab Adjustment Reason

Creation Date

User ID
Description
oK | Cancel | Frewiew |CDD! Seftings

Histant| | & || € adiust withh\iding - ..

\

(-3
R

Step Action \

7. Vendor Registry has a setting for agencies to use. Click the Copy
Settings link.
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6;'Adjust Withholding - Windows Internet Explorer

@: )@ |&] https: fumn.connectnd.us{pspincFt/EMPLENEEERP{c/MANAGE_WITHHOLDINGS. wWTHD_A0IUSTMENT,GE =] | G || #|| % | |& Live Search L=

JF\Ie Edit View Favorites Tools  Help

J 77 Favarites J 95 & ConnectND Operational Ernw... @ Suggested Sites = & | Weh Slice Gallery +

(& Adjust withholding

s*NDFT#*

| [Eike

New Window | Help |

htEn

Copy Settings

Settings to Copy: [state] Q

Ok Cancel |

Bistart| | @& “@Adiust Withholding - ... | u.|:

Step Action

8. Click the Look up Settings to Copy (Alt+5) button.
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G‘\::- ] https: s connectnd. usfpsp{ndfH{EMPLOYEEJERPc /MANAGE_WITHHOLDINGS. WTHD_ADIUSTMENT.GE[2]| &) || $# [ 5 | [&F Live Search

JFiIe Edit View Fawaorites Tools  Help

J . Favorites J S & | ConnecthD Operational Env... € Suggested Sites * & Web Slice Gallery +

(& ndiust Withholding

xxNDF T+

=

Look Up Settings to Copy

Setting Name:l begins with j |STATE

_Main Conkent
LUUkUpI Clear | Cancelﬁkup

Search Results

1of1

Setting Name
STATE AGEMCY 1093 MAIMTEMNANCE

wstartl J @ J /& adjust Withholding - ...

Jof«

Step Action

9. Click the STATE AGENCY 1099 MAINTENANCE link.
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(_f: Adjust Withholding - Windows Internet Explorer

@Eev | £] hetps:fuu.connectnd.usfpspindft/EMPLOYEE [ERPJC/MANAGE_WITHHOLDINGS. W THD_ADIUSTMENT GE (|| & \E\lzl |2 Live search (2]

j File  Edit Wiew Favorites Tools Help

- Favorites A ConnecthD Operational Envy... Suggested Sites ~ weh Slice Gallery ~
Favvorit o ] € d b Slice: Gall

@ Adjust Withhalding

s« NDF T

=

Mewr Windaw | Help |

Copy Settings

Settings to Copy: |BTATE AGENCY 1089 MAINTEMNANCE Q|

(6]4 | Cancel |

#istart| | @ |[ @ ndjust withholding .. | u.|:

Step Action

10. Click the OK button.
s
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Adjust Withholding - Windows Internet Explorer

@: } =[] https: v, connectnd usfpspindft EMPLOVEEJERPcMANAGE_WITHHOLDINGS. WTHD_AD0sTMENT o 2] & || €2 || ¢ | [& Live Search P~

| Fle Edit View Favortes Tooks Help

J 3,3 Favatites J {.:‘3 € | ConnectND Operational Env... @ Suggested Sites = & | Web Slice Gallery =

1€ adjust withholding

s*NDFT++

Home

BN

Column Order
Tab Main Information = =
{column 3) = = ]
*Business Unit
*Entity
*Type ™ Hidden I~ Descending
“lurisdiction
*Class
*Rule
Tah Transaction Info
Basis Amt
Liability Amt (hidden)
Paid Arnount (hidden)
FPayment Date
Declaration Date
Tab Payment Information (hidden)
Bank SetlD (hidden)
Bank Code (hidden)
Bank Account (hidden)
Method (hidden)
Payrment Reference (hidden)
Currency (hidden)
Posted Date (hidden)
Tab Adjustrment Reason
Creation Date [hidden)
User ID thidden)
Description

I” Frozen

Ok | Cancel | Preview |Cog_\[Sening5 Share Settings Delete Settings

I

istart] | & || @ adiust withholding - ... | @

Step Action

11. Click the OK button on this page as well.
QK
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{zlndiust Withholding - Windows Internet Explorer

@?}v [ ] https: ffvaw connectnd usfosp/ndit/EMPLOYEE /ER PICMANAGE_WITHHOLDINGS. WTHD_apaUsTMENT.GE = || & || 49| x| [ Live Search

| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding

s*NDF T+

|k

Mew wWindow | Help | Customize Page

Withhold Adjustments

Vendor: SHARE 0000097057  MAIN PRESORT FLUS LLC

Business Unit; I\ Q
Entity: | Q, Juristiction: | @, Start Date: | [
Type: I @ Class: I O End Date: I—EU Search

Adjustments
Main Information | Trangaction Infa

Wﬁ Entity  *Type *Jurisdiction, * Rule

Legacy T alalJal—a a[a ®mE

B Save | SLRsturn to Search | +[E Previous in List | 4[5 Mext in List | [=T hlodify | 4 Refresh |

Bistart| | @& |[7& dyust withholding - .

hEER

Jo

AN

Step Action N

12. You should only have to customize this screen once.

Now click the Show all columns button to expand these fields.
[F=7H

13. NOTE: You may have to click the "expand" button each time you use this
screen, but your customized settings should remain.
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_ T X

Ay N i +. E= (i -
@:_: - |g, https.waw.cnnnectnd.us;’psp,l’ndft;’EMPLOYEE;’ERP,ic,l’MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj g || X | |&F Live Search P

J Fle Edit Wiew Favorites Tools Help

J {\? Favorites J {.:‘5 £ | ConnectMD Operational Env. .. @ Suagested Sites = @ | Web Slice Gallery =

’_,é Adjust Withhaolding

x*NDFT#*

| Ellg

Mew Window | Help | Customize Page | 15

Withhold Adjustments

Vendor: SHARE 0000097057 IiA\N PRESORT PLUS LLC

Business Unit: 10800 Q
Entity: Q. Jurisdiction: | Q. StartDate: [01012010 [5)
Type: @, Class: | S EndDate:_[12312010] ) ﬂl @

Bdjustments
Iﬁ:.'rf'ﬁﬂzm'y “Type “Jurisdiction *Class  *Rule Basis Amt Payment Date g‘;‘;"‘aﬂ Description

Legacy a a] Q a | a | a 0000 [osiz0i2010 [ [oess0iz0t0 [ |

& save | ELReturn to Search | +[E] Previous in List | +[E] Mext in List | [=] Motify | s Refresh |

4
& seart J & J I & Adjust Withholding - ... J L'

Sl

Step Action

14, Now it’s time to enter your adjustment.

Make sure your business unit fills in here.

15. Enter the entire calendar year in the date fields on this page for the reporting
year you are trying to fix. To enter for the year 2010, enter "01012010" into
the Start Date field.

16. Enter "12312010" into the End Date field.
17. Click the Search button.
Search
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(zlndiust Withholding - Windows Internet Explorer

@?}v [ ] https: ffvaww connectnd usfosp/ndit/EMPLOYEE /ER PICMANAGE_WITHHOLDINGS. WTHD_apausTMENT.GE = || & ||##)[ % | [ Live Search R~

| File Edit ‘View Favorites Tools  Help

J i} Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding

s*NDF T+

|k

Mew Window | Help | Custornize Page | B

art Date: [01/01/2010 [
d Date:  [12i31/2010 3

First [ 13 of 18 I Last

Class  ‘Rule Basis Amt Payment Date g:f[:a'a“"“ Description

7 RULED 189454 0100572010 010052010 | =l
7 RULED 314645010072010 01072010 | =
7 RULED 2194440101202010 010120010 | =

[=] matity | 7L Refresh

<]
Aistan| | @ |[& diust withholding - . | @ F

Step Action

18. Scroll to the right side of the screen, if necessary, so you can see how many
transactions there are.

19. You can see that there are 18 total transactions, but we currently only view
three. Click the View All link.
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{2 Adjust Withholding - Windows Internet Explorer

@T:—j =[] htps: . connectnd usfpspindftEMPLOYEE R c/MANAGE_WITHHOLDINGS wTHD_eDsTMENT GE ]| B ||+ [ 20| [ Live scarch £

| File Edt View Favorites Tools  Help

J <7 Favorites J 54 € ConnectMD Operational Env, ., 5 Suggested Sites = £ | Web Slice Gallery ~

(& Adjust Withholding
++NDFT#
Hiome:
»
e Window | Help | Customize Page | 5, =]
Withhold Adjustments

Vendor: SHARE 0000087057 WAIN FRESORTPFLUSLLC

Business Unit: [10800 aQ
Entity: @, Jurisdiction: ,  StartDate: [01/01/2010
Type: Q Class: % Endpate: [Tz32010 [5) |_ssarch_|

Lﬁ‘.f'ﬁfmy ‘Type  ‘Jurisdiction *Class  ‘Rule  Basis Amt Payment Date g;‘iaﬂ

10800 IRS 1099 FED a7 RULED 1694.54 01052010 01/0%/2010 e

Original

Original 10800 RS 1098 FED 07 RULED 3146 45 0100772010 ovorzote [
Original 10800 RS 1099 FED fird RULED 219444 0171272010 oz [
Original 10800 RS 1099 FED 07 RULED 4371 86 0171 472010 oot [
original 10800 RS 1099 FED fird RULED 330,61 01/29/2010 ooz [
Original 10800 RS 1099 FED itd RULED 208561 021052010 owos00 [

10800 IRS 1099 FED o7 RULED 2641.32 02M 62010 02116/2010
10800 IRS 1099 FED a7 RULED 2208.92 03/09/2010 03/09/2010
4] | |

Original

Original

i start J a J /& adjust Withholding - ... J o F

Step

Action

20.

FYI: Any transaction line that says "Original" came from a voucher and
cannot be changed on this screen. (Continue to use the Update
VoucherLine Withholding screen for regular corrections.)
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(zlndiust Withholding - Windows Internet Explorer

@?}v [ ] https: ffvaw connectnd usfosp/ndit/EMPLOYEE /ER PICMANAGE_WITHHOLDINGS. WTHD_apausTMENT.GE = || & ||##)[ x| [ Live Search R~

| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding

s*NDF T+

Home

=
Mews Window | Help | Custornize Page | B =

PRESORTFLUS LLC

I Q  Start Date: [0101/3010 [5
I A EndDate: [r2mtia010 [ Search_|

FED a7 RULED 1694.54 01/05/2010 01/05:2010 I EI iz
FED a7 RULED 3146.45 01/0752010 01072010 I =
FED a7 RLULED 218444 M1 202010 022010 I =
FED a7 RULED 4371.86 011452010 0452010 I =]
FED a7 RLULED 330061 01/28/2010 01/2812010 I [=]
FED a7 RULED 2065.61 02/05/2010 02/052010 I =
FED a7 RLULED 2641.32 021162010 021162010 I =]
FED o7 RULED 2208.92 03/092010 03/092010 I =]

4] | _'ILI
Aistan| | @ |[& diust withholding - . | @ F

Step Action

21. Back to the right of the screen, click the Add a new row at row 1
(Alt+7) button for each Original line that needs to be split.
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6;'Adjust Withholding - Windows Internet Explorer

6\—’: L |g, https:,l’,l’www.connectnd.us,ipsp,indft,l’EMPLOVEE,iERPICIMANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT‘GEj % (| X R"_' Live Search P

JF\Ie Edit View Favorites Toals Help

J {\? Favorites J {5 &  ConnectMD Operational Env... @ Suggested Sites * & | Web Slice Gallery

_ré Adjust withholding

s*NDFT#*

=

|»

Mew window | Helg | Gustomize Page | &

Hjustments

0000087087 MAIN PRESORTPLUS LLC

00 Q
(&} Jurisdi[:liun:l Q. Start Date: |01/01/2010 [5)
Q, Class: | . Endpate: [1zrrz000 5 _seann_|

customize | Find

| JuSINESS ‘prity “Type  Jurisdiction ‘Class ’Rule  Basis Amt PaymentDate  DeCiarain  pogpryion

10800 RS 1093 FED o7 RULED 1684.54 011052010 oiosizote | |
rosoo @, [rs @ fioss @ fed @ | [Tlal a] 0.000 [06i302010 [0 [oEraorz010 5 |

10800 RS 1099 FED o7 RULED 146,45 0110742010 ovorizote |

10800 RS 1099 FED o7 RULED 2194.44 0111262010 mazzoe

10800 RS 1099 FED 07 RULED 4371.86 0111412010 magzorn |

10800 RS 1098 FED o7 RULED 33061 01/282010 magzoe |

10800 RS 1093 FED o7 RULED 208551 0210562010 ozosizot0 |

10800 RS 1099 FED o7 RULED 2641.32 0211612010 ozieizote | o

< D
distart| | @& |[ /& adiust withholding - .. | @«

Step Action

22. Every field of each line you add must be completed. Enter your business unit
into the Business Unit field.

23. We are mimicking the row above for the most part. Always enter "irs" into
the Entity field.

24, Always enter "1099" into the Type field.

25. Always enter "fed" into the Jurisdiction field.
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(f'ndiust Withholding - Windows Internet Explorer

@: » [E] https: /. connectnd usjpsp/ndFL/EMPLOVEE JERPJCMANAGE _/ITHHOLDINGS. wTHD_apIUSTENT.GE =] &b ||##]| X | [& Live search R

J File Edit Wew Favorites Tools  Help

J .7 Favarites J 95 # ConnecthD Operational Errv... € Suggested Sites = & Web Slice Gallery -

{& adjust Withholding

x*NDFT**

| Ellg

New Window | Help | Customize Page | 5! l=

Hjustments

0oooosyosT AL PRESORT PLUS LLC

g0 Q
Q) Jurisdiction: Q) Start Date: IEI1JE|1I2EI1EI 5]
Q Class: Q Endpate: [r2731iz010 B _ searcn_|

LF"'.:(S'& Entity ‘Type ﬂ *Class “Rule p Paythent Date g:ﬁ?ﬂ Description
10200 IRE 1099 FED o7 RULED 1694.54 01/05/2010 01052010

I
[0 @ fis @ fissc fed @ o @ @] oo [oeawzoto ) [oeEoeoto 5 |
10800 RS 1089 FED 07 RULED 3146.45 01/07/2010 ooraote |
10800 RS 1099 FED 07 RULED 2194.44 011122010 mnzzoe |
10800 RS 1099 FED 07 RULED 4371.86 0111412010 orapotn
1og00 RS 1089 FED 07 RULED 330,61 0172812010 viaezote
10800 RS 1089 FED 07 RULED 206561 0210572010 pamszone |
10800 RS 1089 FED 07 RULED 2641.32 02162010 pteaone | B

< ] N
wstart| J é J & ndjust Withholding - ... J o |:

Step Action

26. Because you are making a split entry here, you must use the same class as
the voucher you are splitting. PLEASE NOTE: If the class was wrong on
the original voucher, you must correct that in Update VoucherLine
Withholding the day before you try to split the line here.

27. Click the Look up Rule (Alt+5) button instead of typing in this field.
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{2 djust Withholding - Windows Internet Explorer

@\T}v |g, https:waw.connectnd.us;’psp;’ndftJ‘EMPLOYEEJERP;’CJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj Q $91|  | |4 Live ssarch

| Fie

ol

Edit  ¥iew Favorites Tools  Help

. Favorites A ConnecthD Operational Envy... Suggested Sites ~ weh Slice Gallery ~
Favorits 5 I - d b Slice: Gall

@ Adjust Withhalding

s« NDF T

=

=

Mew Window | Help |

Look Up Rule

Withholding Entity: IRS
withholding Type: 1094
Withholding Class: o7

Withholding Rule: [negins with j|

LUUkUpl Clear | Cancel |BasiELUUkuD

Search Results

4.30f

ithholding Rule Description E
) Zero Percent Withholding r

RULED
RULE1

#stare| | @

Zero Percent Withholding rule
1099 Standard Rule

J & adjust Withholding - ...

Jofe

Step

Action

28.

OMB uses the first RULEO listed

. Click this RULEDO link on top.
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( Adjust Withholding - Windows Internet Explorer

@?} - |g https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj *2 || X | |8 Live search P~

J File Edit View Favorites Tools  Help

J i\? Favorites J 1‘.:‘5 € | ConnectMD Operational Env.., @ Suggested Sites » & | Web Slice Gallery =

(& adjust withholding
+*NDF T H
ome
=
Mews Window | Help | Customize Page | B 1=
Hjustments

0000097057 MAIN PRESORTPLUS LLC

200 Q
Q. Jurisdictinn:l C,  Start Date: [01/01/2010 [H
Q. Cass: [ QU Endpate: [[2370T0 5 __Seanh |

uSINESS spmmy (Type  duristiction ‘Class  ‘Rule  Basis Amt PaymentDate  DeoaraON  pespripion

10800 RS 1099 FED 07 RULED 1694.54 012010 vimsaote | .
[1os00 @ [iRs @ [ioega [FED @ [or @ [roda | D.WDEBDQMD |

10800 RS 1089 FED 07 RULED 3146.45 07 otoTealo |

10800 RS 1089 FED 07 RULED 2194.44 0111272010 sinzaio |

10800 RS 1089 FED o7 RULED 4371 86 01114/2010 Mo |

10800 RS 1089 FED 07 RULED 330,60 0172812010 292010 |

10800 RS 1089 FED 07 RULED 2065.61 02105/2010 oamszote |

10800 RS 1089 FED 07 RULED 2641.32 02118/2010 ozienal0 |

Kl

B

#istart| | @ || @ adjust withhalding - .. | @

Step Action

29. Enter the same date here as the voucher you are splitting above.
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{zlndiust Withholding - Windows Internet Explorer

@\:‘/ j® [&] hitps:/junun connectnd.usfpsp/ndft/EMPLOYEEJERP{C/MANAGE _WITHHOLDINGS. wTHD_apousTHenT. g =] | G || 49 /| 3¢ | [ Live search R~

| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding

s*NDF T+

|k

Mew Window | Help | Customize Page | 5, =

Hjustments

0000097 0s7 haAIN PRESORTPLUS LLC

g0 Q
Q Jurisdil:tinn:l @, StartDate: [01/01/2010 [51
Q Class: [ QU Endpate: [1zE010 (5 __Bearch_|

Custarnize | Find | !

[Inf:tSi“ESS ‘Entity ‘Type ‘Jurisdiction *Class ‘Rule  Basis Amt Payment Date g:f[:ara“"“ Description

10800 RS 1089 FED 07 RULED 1694.54 01/0512010 p1052010 | .
[loz0 @ [Re @ [insac [FEn @ for o [robic | -is00.0q [oioszoto [ [oeooio [ |

10800 RS 1089 FED 07 RULED 3146.45 01/0712010 voT2o0 |

10800 RS 1089 FED 07 RULED 218444 0171212010 mr2e00 |

10800 RS 1089 FED 07 RULED 4371.86 0171412010 vinaeon |

10800 RS 1089 FED 07 RULED 330,61 01/26/2010 01202010 |

10800 RS 1089 FED 07 RULED 2085.61 02/0502010 2052010 |

10800 RS 1089 FED 07 RULED 2641.32 021612010 neoo | b
Kl ] o

Aistan| | @ |[& diust withholding - . | @ F

Step Action

30. In this example, we only want to report $94.54 of the amount on line 1,
because $1600 of that was for postage. Now comes the tricky part: You
must enter a negative amount to minus out what should NOT be reported.

In the example above, "-1600.00" was entered in the Basis Amt field so all
that will remain is the $94.54 reportable service charge.
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{2 Adjust Withholding - Windows Internet Explorer

@?}v |g, https:waw.connectnd.us;’psp;’ndftJ‘EMPLOYEEJERP;’CJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj Q $9|  | |4 Live search B

j File  Edit Wiew Favorites Tools Help

- Favorites A ConnecthD Operational Envy... Suggested Sites ~ weh Slice Gallery ~
Favorits 5 I € d b Slice: Gall

fé Adjust Withhalding

s« NDF T

=

Mew Window | Help | Custornize Page | =

art Date: [01/0172010 [5)
d Date:  [12i31/2010 [ _Bearen_|

First (4] 1.19 o1 13 [F] Last

Declaration

7 Qfruten @ | 1694.54 01/05/2010 [otrosr2010 [ =1 W
7 Q |RULED Q| -1600.00 [01/052010 [ [01/052010 [ [splitvoucher =

7 QG frutEn @ | 3146.45 01/07/2010 |or072010 [ |

7 Q, [ruLen @ | 2194.44 0171202010 jorr 2200 [H | =

by Q [RULED & | 4371.86 0171412010 [atr1arao1n 5 | =

7 Q [rutEn @ | 33061 0172912010 [atrzara010 3 | =

7 Qfruten @ | 2065.61 02052010 [ozrmsr2010 [+ | =

7 Q |RULED Q| 2641.32 02162010 lo2zre2010 [ | =

4]

. ull
#istart| | @ |[ adjust withholding - . |e|7|G@

Step Action

31. To document your actions for any future audit, enter a description that will
make sense later in the Description field, such as “split voucher #1546.”
32. To split the next voucher, click the Add a new row at row 3 (Alt+7) button.
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6;'Adjust Withholding - Windows Internet Explorer

@T. - |g, https:”www.connactnd.us;’Dsp;’ndftJ‘EMPLOYEEJ‘ERP,l’c,iMANAGE?WITHHOLDINGS.WTHDJDJUSTMENT.GEj 5 || X I5¥ Live Search B

L/

| File Edt VWiew Favortes Tools  Help

J {3 Favorites J 1:.:‘5 £ | ConnecthD Operational Env.., @ Suggested Sites & | Web Slice Gallery =

_r& Adjust withholding

x+NDFT*

Home = E o Favorites Sign out
=
Mew Windaw | Help | Customize Page | 5] 1=
Hjustments

ooo00o0sfns? MAIN PRESORT PLUSLLC

g0 QL
Q Jurisdicﬁun:l @, Start Date: |D1ID1I2010 [5]
Q class: [ R enapate: [rzminmo | H _ seanh_|

nize | Find |}

| DUSINSSS \pntity Ty ‘Jurisdiction 'Class  ‘Rule  Basis Amt Paymentpate  Decarafion  poseryrion | |
10800 RS 1088 FED 07 RULED 1694.54 0110512010 oosizotn |

[lozo0 @ [Rs @ [ross fep @ o7 @ [rubic | -1600.00 [o1/08r2010 ) [01/08s2010 | [splitvousher

10800 RS 1098 FED 07 RULED 3146.45 0110712010 morzonn

[1oso0 @, [irs @ [tossc JrED @ [o7 @ [Ronicy | 0.00 [06r3072010 9 [06/3072010 51 |

10800 RS 1088 FED 07 RULED 2184.44 0171212010 oinzzo10 |

10800 IRS 1098 FED a7 RULED 4371.86 011142010 011142010 I

10800 RS 1088 FED 07 RULED 330.51 01/2612010 oiasizot |

10800 RS 1008 FED 07 RULED 2065.61 020572010 020872010 | B
< 2

' start J & J @ adjust withholding - .. \

®
A

Step Action \

33. For every line you enter on this page, complete the fields Business Unit
through Rule with the same data as the voucher line you are splitting.

(Remember to click the Look up Rule (Alt+5) button to select the
appropriate rule.)
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(? djust Withholding - Windows Internet Explorer

@:v J&) hitps: s comnectd. usfpsp ndfHEMPLOYEE [ERP Jc/MANAGE _WITHHOLDINGS. WTHD_ADIUSTMENT.GE || £B || 4] | | |&F Live Search P~

| File Edit Wiew Favorites Tools Help

J 7 Favarkes J 5% €| ConnectND Operational Env... 5 Suggested Sites & | Web Slice Gallery ~

_fé Adjust Withholding

+*NDFT#*

Home W =1 Al £S5 Sigin out
=
Mew Yiindow | Help | Customize Page | =
Hjustments

0000087057 Al PRESORT PLUS LLC

LY
Q. Jurisdictiun:l @, StartDate: [01/01/2010 [3
Q class: [ Q endpate: [rmmraoio L oean |

"Business Declaration

BUSINESS ey Type  mistiction ‘Class  Fale  Basis amt Payment Date  DECk Description ||
10s0 RS 1083 FED a7 RULED 1654 54 01/05/2010 otoszato |

[1os00 @ [IRs @ frossa fep @ Jor @ [ruda | -1600.00 [ori0siz010 | [ [o1i0si2010 B [spitvoucher

10800 RS 1088 FED o7 RULED 3146.45 01/07/2010 sroreoto |

[toso0 @ [rs|@ Jrosscy [feo @ Jor @ [rou@ [ 310000 [@ [ [osrorzoto = |

10800 RS 1098  FED o7 RULED 2194.44 0111212010 sinzeote |

10800 RS 1088 FED 7 RULED 4371 86 017142010 maenin |

10800 RS 1088 FED o7 RULED 330.61 017292010 vieseoin |

10800 RS 1085  FED o7 RULED 2066.61 02/05i2010 zos0t0 | o
K| 2
wstartH é ”m ] (7] F

Step Action

34. To keep only $46.45 of this voucher reportable, we need to enter a negative
$3100 to offset the entry of $3,146.45.
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(_?Adiust Withholding - Windows Internet Explorer

@\:‘/ j® [&] hitps:/junun connectnd.usfpsp/ndftEMPLOYEEJERP{C/MANAGE _WITHHOLDINGS. wTHD_apousTHenT.ce =]| G || 49 /| 3¢ | [ Live search R |-

| File Edit ‘View Favorites Tools  Help

J u Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/& adjust Withholding

s*NDFT#+

|k

Mew Window | Help | Customnize Page | .5 2

hEER

Withhold Adjustments

Vendor: SHARE 0000097057 AN PRESORT FLUS LLC

Business Unit: |1 0800 Q.
Entity: | Q .lurisdil:‘tinn:l Q_  Start Date: |n1m1rzn1n 5
Type: [ Q Class: [ @ Endpate: [1273172010 ) __Beanch_|

[In‘.r'fi“"ss ‘Entity *Type *Jurisdiction *Class ~ *Rule Basis Amt Payment Date ggf;a'a““" Description
Original 10800 IR 1099 FED 07 RULED 1694.54 01/05/2010 0140572010 |
Legacy |1usun Q IIRB Q |1099 Q, IFED a o7 Q, [rRuLED @ | -1600.00 [01/05/2010 [ [01/05/2010 [ [splitvoucher
Original 10800 IR 1099 FED 07 RULED 3146.45 01/07/2010 0140772010 |
Legacy |1usun Q IIRB Q |1099 Q, IFED a o7 &, [rRuLED & | -3100.00 [01/0772010 [ [01/07/2010 [ [use smarl description

original 10800 RS 1089 FED o7 RULED aesdd 0iAz20I0 oazeoto [
original 10800 RS 1089 FED o7 RULED 437186 0ia20t0 oz [
original 10800 RS 1089 FED o7 RULED 33061 0zez00 oleszoto [
Original 10800 RS 1009 FED o7 RULED 206661 020520010 oos0t0 [
d | o |
Bistart| | @& ”W | u.F

Step Action

35. Enter the same date as the voucher above whenever possible. Enter
"01072010" into the Payment Date field.

36. Enter a good Description for tracking this entry later.

37. A note about the Payment Dates: We told you to enter the same payment

date as the voucher you are splitting; HOWEVER, you can only use a
specific date once on a Legacy line. The system will distinguish the Original
voucher lines from your entries by calling yours "Legacy."

In our example here, if the next voucher you needed to split also had a
payment date of 01/07/2010, we would not be able to use that date again -
we would have to use 01/08/2010. Confused? Don't worry; if you
accidentally enter the same date twice, the system will give you an error
message to let you know!
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Step

Action

38.

When you are done with your splits, click the Save button.
E save

39.

As stated earlier, corrections made on the Withhold Adjustments page will
correct the entries immediately — you do not have to wait for any overnight
process.

If you wish to review the new total amount being reported by your agency to
this vendor, follow the instructions on pages 158-166 of Lesson 3.4 Vendor
Balances by Class Inquiry.

40.

Not only can the Withholding Adjustment screen be used for splitting
invoices, but you can also correct payments to employees made on the
wrong location. See the topic 3.5.3 - Fixing Reportable Pymts to
Employees on page 137 for details.

End of 3.5.1.
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3.5.2 - Reporting Off-PSFT Transactions

Agency personnel with the 1099 Maintenance Role will now have access to the Adjust
Withholding screen to enter payments that were not made through PeopleSoft
vouchers, but are still reportable.

Before entering these transactions, some preparation is required:
1. Organize your payments by entering them on the spreadsheet entitled "Template

for 1099 Reporting of Payments Not in PeopleSoft" found at
http://www.nd.gov/vr/1099/1099-info-index.html.

2.  Look to see if a vendor number has already been assigned to your payee, by either
searching on a voucher screen or which the Limited Vendor Inquiry screen
(request this role on SFN 54418 for access).

3. Make sure the vendor is reportable. The payments need to be for services to a for-
profit individual or organization that is not incorporated.

4.  If the vendor paid off-PeopleSoft does not exist on the vendor database, a W-9 will
have to be collected from that business and a new vendor set up by Vendor
Registry.

PLEASE NOTE: You must tell Vendor Registry in your request that this vendor is for a
withholding adjustment. The vendor will have to be backdated to the date of your
earliest payment!

Procedure

This exercise will be very similar to the other topics on withholding adjustments. It is
tailored to specific steps dealing with payments that have not been made on PeopleSoft
vouchers.

Step Action

1. To access the Withholding Adjustments page, begin by clicking on
Vendors in the navigation menu, then 1099/Global Withholding.
2. Then click the Adjust Withholding link under Maintain. This will be just

above the Update VoucherLine Withholding link you are used to using.
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= adjust Withholding - Windows Internet Explorer

@?}v |g, https:,l’,l’www‘connectnd.us;’Dsp,indftJ‘EMPLOYEE,I’ERP,I’cJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % 43| X | | Live search B

| File Edit View Favorites Tools  Help

J <7 Favarites J 51 & | ConnectND Operational Env... 45 Suggested Sites ~ & | Web Slice Gallery +

@ Adjust Withhaolding

~+NDFT#*
Er—)

Home

Search: Mew indow | Help | &
W vy Favorites Withholding Adjustment
= vendors Enter any infarmatian you have and click Search. Leave fields blank for a list of all values

= 10889/Glabal Withholding

= Maintain { Find an Existing Value %

Withholding
— Update Youcherling

Withhaldin Wendor SetlD:  |= 'I SHARE Q

[ Review wendor ID: |begins with | [0000130921]
[ General Repotts
> Purchasing Vendor Location: | henins with ﬂ |

[» eProcurement

[» Services Procurement

[ Accounts Payable Search | Clear | Basic Search [E] Save Search Criteria

[ Asset Management

> Commitment Contral

I> SetUp FinancialsiSupply
Chain

[> Winrklist

I Tree Manager

I» Reporting Tools

I» PeopleToals

[> MD LHilities & Interfaces

[ NDS Reports

— Tax Center

— Backio Portal

— Chanoe by Password

— My Personalizations

— My System Profile

&istart| | @& || & adiust withholding - . | n.F

Step Action

3. Let's say that you had to request a new vendor to be set up, and Vendor
Registry told you that the new number was #130921. First, make sure that
the SetlID on the first line says "SHARE." Then enter "0000130921" into
the Vendor ID field.

4, Click the Search button.

Search
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6?ndju§t Withholding - Windows Internet Explorer

6: w |&] https: fuwm conmectnd.us/pspindFt /EMPLOYEE/ERPIcMANAGE_WITHHOLDINGS. WTHD_ADIUSTHENT.GE 7| G ||| | X | |& Live Search P~

J File Edit Miew Favorites Tools  Help

J 7 Favorites J 9% 2| ConnectND Operational Env... @5 Suggested Sites ~ & | Web Slice Gallery ~

& adjust Withholding

+*NDFT#*
EEr—

Search: Hem window | Help | Custamize Page | &
®

¥ Ly Farmaliiize Withhold Adjustments

= Vendors

< 1099/Glabal Withholding
Vendor: SHARE 0000130821 REMIT REPORTABLE WEMNDOR NOT ON PSFT

1holding

— Update Youcherline 3 -
Wiithholding Business Unit: I\ Q,

-R“""Hepo e Entity: | @ Jurisdiction: | @ StartDate: | e
DP“ Type: I Q. Class: I 2. EndDate: I B Search |

[> eProcurement

[» Semices Procurement

[ Accounts Payable

[ Asset Management

[ Commitrment Caontral Business - ___

[ Set Up Financials/Supply it ‘Entity  *Type *Jurisdiction  *Class *Rule
Chain —

> Worklist Legacy I Q I—Q I Q I Q Q Q [=]

[> Tree Manager

[» Reportting Tools

&> PeopleTools

[ ND Utilities & Interfaces

#

First [4] 1 o 1 [¥] Last

Main Information Transzaction Info ' Adustment Reason

[» ND'S Reparts

— Tax Center

— Back to Partal

— Chanae iy Passward
— My Personalizations
— My Systern Profile

[E Save | L Returnto Search | [=] hctify | 4 Refresh |

tﬁstartH @ || & adjust withhalding - .. | @ |:

Step Action

5. If the vendor has only one reportable location, it will automatically appear
like the above screen.

6. If this is the first time you have used the Withhold Adjustments page,
please follow the instructions on Customizing this screen before going any
further. See pages 104-110 of Lesson 3.5.1 —Split Reporting on Invoice
Lines.
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{= Adjust Withholding - Windows Internet Explorer

@?}v [ ] heps:fwn connectnd.usjpsp{ndft/EMPLOYEE [ERP /e MANAGE_WITHHOLDINGS WTHD_spausTHENT. GE o | & || #2|| 3¢ | [ Live search L=

| File Edit ‘iew Favortes Toos Help

J 33 Favorites J 1:.:‘5 £ | ConnectMD Operational Ere... @ Suggested Sites & | Web Slice Gallery =

1€ adjust Withholding

s*NDF T+

|k

Mew 'Window | Help | Customize Page |

Withhold Adjustments

Vendor: SHARE 0000033464  MAIN RAMKOTA HOTEL BISMARCK

Business Unit: Q
Entity: @, Jurisdiction: Q,  Start Date: | &)
Type: Q, Class: O End Date: I—EU Search |

Adjustments [ B First [0 1 [ Last
Main Information Trangaction Infa N Adjustment Reasan

I’ﬁl’i’tﬂﬁ ‘Entity  *Type *Jurisdicti

Legacy I__Q I_Q I—Q I_Q

B Save | E\Returnto Sgarch | [=] hltity | 1 Refresh |

Main Content

Fistan| | @ |[7@ adiust withholding - . | @

N

Step Action N

7. If your screen has been customized, click the Show all columns button to
expand the fields. It should now look like the one on the next page.
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ﬂ?ndjust Withholding - Windows Internet Explorer

@\:‘/ ) ® €] hitps: fum connectnd usfpsp/ndi{EMPLOYEE[ERP e MANAGE_WITHHOLDINGS. wTHD_aDusTRENT GE (2] | £ || 49 |[ 3¢ | [ Live search £~

JFl\e Edit Wiew Favorites Tools  Help

J 7. Favarites J 55 # | ConnectND Operational Env... @ Suggested Stes ~ & | Weh Slice Gallery ~

@ Adjust withhalding

x*NDFT#*

| El

Mew Window | Help | Custornize Page | 5,

Withhold Adjustments

Vfendor: SHARE 0000130821 REMIT REPORTABLE YEMDOR MOT OM PSFT

Business Unit: {18800
Entity: @, Juristiction: | @, StartDate: [01012010 [ E
Type: Q class: [ QU Endpate: [1z31z010] [ | _Search

Customize | Fi

Lﬁfﬁ ‘Entity  *Type *Jurisdiction *Class ~ *Rule Basis Amt Payment Date g:f:”ﬂ Description

Legacy a [T Q a | a a | 0.000 [osrnizoto & [ossozoto [ |

B save | ELReturn to Searchl [=T matify | s Refresh |

Ll

Aistart| | @& ”@Adjust withholding - ...

Step Action

8. Make sure your business unit fills in here under ‘Search Criteria.’

9. Enter the entire calendar year in the date fields on this page for the year you
are reporting. Our example shows how the calendar year of 2010 would be
entered.

10. Click the Search button.
Search
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(ﬁ:'ndiust Withholding - Windows Internet Explorer

@\:‘/ - I@, https:f,iwww.connactnd.us,l’psp,l’ndftfEMPLOVEE,I’ERPJC,I’MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % 44| % In." Live Search P

| Fle Edt View Favortes Tooks  Help

J g:? Fawarites J {5 £ | ConnectMD Operational Env... @ Suggested Sikes & Web Slice Gallery ~

'_(e Adjust Withhalding

s*NDFT**

| Els

Mew Window | Help | Customnize Page | 5]

nEEn

Withhold Adjustments

\fendor: SHARE 0000130921 REMIT REPORTABLE VENDOR MOT OM PSFT

Business Unit: 18300 Q,
Entity: Q, Juristiiction: | Q. startpate: 010172010 5
Tyme: Q Class: [ QU endpate: [12E12010 5 saarch_|

Adjustments
IUSIESS spity Type  durisdiction ‘Class  ‘Rule Basis Aimt Payment Date D20araON  peseription
Legaey 18800 @ [irs @ [loos @ fed @ | Q| Q| 0.000 [os30iz010 [ [oerao2010 [ |
Bl save | ELReturn to Saarchl [=] motify | 1 Refresh |
1] |

Aistart]| | & || @ adjust withholding - . \ |o[«

\

Step Action |
11. Now we need to enter the information for the payment not made in
PeopleSoft. We need "18800" into the Business Unit field for our example.
12. Always enter "irs" into the Entity field.
13. Always enter "1099" into the Type field.
14. Always enter "fed" into the Jurisdiction field.
15. Click the Look up Class (Alt+5) button to make sure the correct withholding

class was set up on this vendor.
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6?nd]'ust Withholding - Windows Internet Explorer

@?}v ] hitps: {fvwwn connectnd. uspspdft/EMPLOYEE/ERPc{MANAGE_WITHHOLDINGS wTHD_aDJusTMENT.GE || B |[#4 || ¢ | |4 Live Search R |-

J File Edit View Favorites Tools Help

J i:f Favorites J {.:3 € | ConnecthD Operational Env... @ Suggested Sites = & | Web Slice Gallery ~

@ Adjust Withhalding

~*NDF T+

| EL3

Mew Window | Help |

Look Up Class

Vendor SetlD: SHARE
wendor ID: 0000130821
Vendor Location: REMIT
Withholding Entity: RS
Withholding Jurisdiction: FED
Withholding Type: 1099
Withholding Class: [egins with x|

LookUp || ciear || cancel | Basic Lookup

Search Results
1-2 of 2

ithholding Class Description

03 Other Incame
or Mon-Emplovee Compensation

&/ start J @& J /& adjust Withholding - ... ] o F

Step Action

16. The withholding class of 07 is usually the default class set up for vendors,
but in this case, we paid the vendor an award, which is unearned income.

Click the 03 link for Other Income. If the class you need does not appear,
enter a Vendor Request through the Vendor Reqistry Work Request System
to have it added.
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(zlndiust Withholding - Windows Internet Explorer
@?: ® [E] hitps:}juman.connectnd us/ospJndit/EMPLOYEE/ERPIG/MANAGE_WITHHOLDINGS. wTHD_ADUsTMENT.GE ¥ & ||#4| x| J&F Live Search

| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/€ adjust Withholding

s*NDF T+ =

|k

Mew Window | Help | Customize Page |

Withhold Adjustments
Wendor: SHARE 0000130921 REMIT REFPORTABLE VEMDOR MOT OM PSFT

Business Unit: |1 2800 Q.
Entity: | Q .lurisdil:‘tinn:l Q_  Start Date: |n1m1rzn1n 5

Type: I @ Class: I O End Date: IWEU Search

Adjustments

[In‘.r'fi“"ss ‘Entity *Type *Jurisdiction *Class ~ *Rule Basis Amt Payment Date g;‘;‘aﬂ Description

Legacy |1BSDD Q WO\ |1099 Q, IFED a o a | @| 0.00 [oerzorzota [ [osswzotn [H |

B Save | SLRsturn to Search | [=] Matify | 4 Refresh

1
Aistan| | @ |[& diust withholding - . | @ F

Step Action
17. Click the Look up Rule (Alt+5) button instead of typing in this field.
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= adjust Withholding - Windows Internet Explorer

GE;-:V |g https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj 5 *2 || X | | Live search P~

J File Edit View Favorites Tools  Help

J jﬁ‘f Favorites J 1‘.:‘5 € | ConnectMD Operational Env.., @ Suggested Sites » & | Web Slice Gallery =

& adjust withholding

+*NDFT#*

Home 4 A = Sign out

= e
e Window | Helg | B

Look Up Rule

Withholding Entity: IRS
Withholding Type: 1099
Withholding Class: 03

Withholding Rule: |heg|ns wiith j|

LookUp | clear || cancel | pasic Lookup

Search Results

13 of 3
ithholding Rule Description

RULED Zero Percent Withholding rule

REULED Zera Percent Withhalding rule

RULE1 1098 Standard Rule

#start| | @ || @ adjust withhalding - .. | uF

Step Action

18. Click the first RULEO link listed.
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{2 adjust Withholding - Windows Internet Explorer

@?}v |g, https:waw.connectnd.us;’psp;’ndftJ‘EMPLOYEEJERP;’CJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj Q $2|  | |4 Live search

2|
j File  Edit Wiew Favorites Tools Help

J 7 Favorites J 5% # ConnecthD Operational Env... 48 Suggested Sites = & | Web Slice Gallery =
@ Adjust Withhalding

s« NDF T

EI3
Mew Window | Help | Custornize Page |
Withhold Adjustments

Vendor: SHARE 000071308921 REMIT REPORTABLE VENDOR NOT ON PSFT

Business Unit: |18800 Q

Entity: Q, Jurisdiction: @, StartDate: [01/01/2010 5
Tyme: Q Class: A Endpate: [zimtzonn ) __Search

‘Business

o ‘Entity Type  ‘Jurisdiction 'Class  ‘Rule  Basis Amt PaymentDate DEClaralion — poqeyipion

Legacy 12800 CQ [IRe @ [toes @ [fE0 @ oz @ [Ruced@ | 1000.00] [o6r20r2010 [+ [ogiacizonn [+ |

B save | E\Returnto Searchl [=] naatity | s Refresh |
| | I
distart| | @ |[ @ ndjust withholding .. | u|:

Step Action
19.

Enter the reportable amount of the off-PSFT check into the Basis Amt field.
Our award was all reportable, so we entered "1000.00".
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(,:'.nd]'ust withholding - Windows Internet Explorer

@:‘/ L4 I@ https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj g *|| % | |&F Live search P

J File Edit View Favorites Tools  Help

J . Favorites J <% @ ConmectND Operational Env.,. @ Suggested Sites =~ & | Web Slice Gallery =
(& adjust withholding

x*NDFT#*

| Bl

Mew YWindow | Help | Customize Page | /&

REPORTABLE YENDOR MOT ON PSFT

Q. startDate: [o1/01/2010 3
@ Enapate: [12312010 5 Search

“Jurisdiction *Class ~ *Rule Basis Amt Payment Date DECIArON  ppsrinion
=3 IFED Qo3 Q [RuLED @ | 1000.00 [0&30;2010 5 063072010 [ [Payment fram system
efresh |
4] | I
istart| | @ || @ adjust withhalding - .. | o |@ls

Step Action

20. Enter the actual Payment Date in that field.

Next enter a Description that will allow you and the Auditors to trace back to

the original payment. If it was a check printed from another system, enter the
check number.

21. If you entered more than one check, or you have to split the reporting
between two different classes, click the Add a new row at row 1

(Alt+7) button to add more rows.

22. If you do not have to enter another line, click the Save button.
Bl cave
23. Your entries will be posted immediately. To see if your entry shows up

correctly for reporting, follow the directions on pages 90-97 of this document,
in section 3.4.1 — Vendor Balance by Class Inquiry.
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(,?Vendur Balance by Class - Windows Internet Explorer

@T\:‘/ |- |g, https:/ v connectnd, us/pspfndftEMPLOYEEERP /c/MANAGE_WITHHOLDINGS, WTHD_EAL_\HDR.GELF j 8 ||+ x |§:’ Live Search R |-
J File Edit View Favorites Tools Help

J 3\3 Favorites J {.:3 € | ConnecthD Operational Env... @ Suggested Sites » & | Web Slice Gallery ~

/& Vendor Balance by Class

+*NDF T+

st | MultiChanm

| EL3

Mews indow | Help | Custamize Page | 5

Vendor Balance

SetlD: SHARE Vendor: 0000130921 REPORTABLE VEMDOR NOT ON PSFT Location: REMIT

Start Date:  [01/01/2010 [5 End Date: |12J’31J’2D1D e

Business Units nd | Wiew Al First 4] 1 of 1 [ Last
Business Unit: 18800 Legal Counsel for Indigents
ithholding Balances Customize | Find ¥ First [ aorq [ Last
Entity Type Jurisdiction Class Description Basis Amt Liability Amt  Paid Amount Currency
IRE 1089 FED 03 Other Income 1,000.000 0.000 0.000 UsD

B save | LU Return to Search | [=] Matity |

i start J é J {& ¥endor Balance by Cl...

| o

=
. «

Step Action

24, The Vendor Balance By Class screen should appear similar to the above.
Even though you did not pay this vendor with a PeopleSoft voucher, by
setting up the vendor in the database and entering the Withholding
Adjustment, the amount and withholding class that appear on this screen
will be reported on a 1099-MISC form, as long as the aggregate amount
from all state agencies is $600.00 or more

25. Click the Return to Search button when done viewing.
26. You will receive a warning message to Save your work, but just click
the Cancel button.
Cancel
27. If you made payments to several vendors that were not paid through

PeopleSoft, each vendor will have to be entered separately. Follow these
procedures each time and each year you need to do this.
End of 3.5.2.
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3.5.3 - Fixing Reportable Employee Payments

NAVIGATION: Vendors > 1099/Global Withholding > Maintain > Adjust
Withholding

This exercise will show how to use the Adjust Withholding screen to enter reportable
payments made to employees on the wrong vendor location.

Before entering these transactions, you will want to:

1. Runthe NDS_1099 MISMATCH query or the NDS_ACCOUNT_INQUIRY query to
determine whether or not some of these payments were made incorrectly.

2. Make sure the payment is actually reportable for a service or rent. Do not report
travel reimbursements or tuition reimbursements using this method!

3. Check to see if the employee vendor has a reportable location called "1099." This
can be identified by using the Limited Vendor Inquiry screen or by looking it up in
voucher first. If such a location does not exist, you will need to submit a Vendor
Request to the Vendor Reqistry Work Request System and enter “1099” in the
location field of that request.

PLEASE NOTE: You must tell Vendor Registry in your request that this vendor is
for a withholding adjustment. The vendor will have to be backdated to the date of
your earliest payment!

Procedure

Once you have run the query called NDS 1099 MISMATCH, check the Account
column for any account numbers that look like reportable items.

There is a sample spreadsheet on the next page that we will use for this exercise. In it
you will see two highlighted entries using account number 611025, which is for stipends.

Page 137



https://secure.apps.nd.gov/omb/vr/vwrs/login.htm

Training Guide
Module 3 — 1099 Vendor Reporting

Withholding Mismatch Report

Invoice |Voucher| Distrib Line Gross
Vendor ID Vendor Name Voucher Invoice ID Date Line Line | Account | W/H [Line Amount| Amount | Location
7000102 |[Rumpel,Stiltskin 00008015 [Mgmt Confin Fargo 5/2010| 5/26/2010 1 1 521015 N 138.600 176.100f HOME
7000102 |[Rumpel,Stiltskin 00008015 [Mgmt Confin Fargo 5/2010| 5/26/2010 1 2 521020 N 37.500 176.100f HOME
0432846 [Casanova,Juan 00008049 [Tuition May 4™ 5/26/2010 1 1 611030 N 1290.000l 1290.000f HOME
0420732 |Smith,Joe 00008051 2010 NDSCPA Conference | g/10/2010 1 1 521015 N 138.600 369.1000 HOME
0420732 |Smith,Joe 00008051 (2010 NDSCPA Conference | g/10/2010 1 2 521020 N 37500 369.100| HOME
0420732 |Smith,Joe 00008051 2010 NDSCPA Conference | g/10/2010 1 3 521030 N 193.0000 369.1000 HOME
0418042 |Smith,Jane 00008059 |ARRA Training in Denver 6/16/2010 1 1 521075 N 317.000 573.200| HOME
0418042 |Smith,Jane 00008059 |ARRA Training in Denver 6/16/2010 1 2 521080 N 145.200 573.200| HOME
0418042 |Smith,Jane 00008059 |ARRA Training in Denver 6/16/2010] 1 3 521085 N 65.0000 573.200| HOME
0418042 |Smith,Jane 00008059 |ARRA Training in Denver 6/16/2010 1 4 521070 N 46.000 573.200| HOME
7999999 |Fictitious Employee  [00008068 |Stipend for conference 7/6/2010 1 1 611025 N 25.000 25000 HOME
7999999 |Fictitious Employee (00008069 gﬂ-z:;csonference 7/15/2010] 1 1 521075 N 227.0000 427.0000 HOME
7999999 |Fictitious Employee (00008069 [2-day conference 7/15/2010] 1 521080 N 100.0001 427.000| HOME
7999999 |Fictitious Employee (00008069 |2-day conference 7/15/2010] 1 3 611025 N 100.0000 427.000| HOME
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Fa\.rnvrites MainvMenu » Vendors » 1099/Global Withholding > Maintain » Adjust Withholding

Withholding Adjustment

Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

Limit the number of results to (up to 200); |300
Vendor SetlD: | = v [sHARE @,

Vendor ID: begins with |+ |?E|E|E|E|E|E|
Vendor Location:| begins with ||

Search Clear |Basic Search [P Save Search Criteria

Step Action

1. Since those payments to "Fictitious Employee" were made on the HOME
location, you will not be able to make them reportable - you will need to enter
a withholding adjustment instead.

To access the Withholding Adjustment page, navigate to the Vendors >
1099/Global Withholding > Maintain > Adjust Withholding link.

Make sure that the Vendor SetlD is always "SHARE."

Enter the employee's vendor number into the Vendor ID field.

4, Click the Search button.
Search
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= adjust Withholding - Windows Internet Explorer

@:‘/ L4 |g https:,i,iwww.connactnd.us,l’pspJ‘ndFt,l’EMPLOVEEJ‘ERPICJMANAGE_WITHHOLDINGS‘WTHD_ADJUSTMENT‘GEj 5 || ;f Live Search P~

J File Edit View Favortes Tools Help

7 Favorites a ConnecthD Operational Enw.. . Suggested Sites - Web Slice Gallery -
Favorit 5 | e d b slice Gall

(& adjust withholding
+*NDFT**
=t [ MuttiChann
B
Hew itiindow | Help | Customize Page | &)

Withhold Adjustments

Vendor: SHARE 7999998 1099 Fictitious Employee

Business Unit: || a

Entity: @ Juristiction: | @,  Start Date: £l
Type: Q) Class: I 2 End Date: I—@ Search |

First (4] 1 of 1 ] Last

Customize | Find |
3 Adjuztment Reasor

i Transaction Info

*Business
Init

Main Information

*Entity  *Type *Jurisdiction  *Class *Rule

Legacy l__q [Cal Ja[ Ja [ Ja I_—Q =

B save | SiReturnto Search | [=] notify | s Refresh |

#stan| | @& ([ At wnnotdin le|? L@
Step Action
5. IMPORTANT: If no results display for your vendor number, or if the system

does not take you to this screen, it means that a reportable location has not
been set up for your employee.

Stop right here and enter a Vendor Request through the Vendor Registry
Work Request System to request that a "1099 Location" be added to this
vendor. You will need to supply the individual's Social Security Number and
the withholding class needed (i.e., 07, 03, or 01) in the field that states
“Withholding Code.”
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= adjust Withholding - Windows Internet Explorer

@?}V |g, https:,l’,l’www‘connectnd.us;’Dsp,indftJ‘EMPLOYEE,I’ERP,I’cJ‘MRNAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % (| X n'?leeSearch
J File Edit View Favorites Tools  Help

2

J i\? Favorites J 1‘.:‘5 & | ConnecthD Operational Env... @ Suggested Sites = & | Web Slice Gallery =

& adjust Withholding
++NDFT**
ome | Warklist hiultichannel Console | _Add
=
Mewrindow | Help | Custornize Page | [

Withhold Adjustments

Vendor: SHARE 79399999 1098 Fictitious Employee

Business Unit: [11000] a

Entity: Q, Jurisdiction: Q  startDate: | £l
Tyne: L Class: I—@ Search

First (4] 4 o 1 [M] Last

Main Information Tranzaction Info

DuSeSS sy iy Cuursdicton ‘Class  ule

Legacy Callalal[ a [ a liq =

B ave | [SLReturnto Search | [=] Motity | 4 Refresh I

#start| | @& || € adiust withholding - ..

o

< (3@

Step Action

Make sure that your business unit fills in correctly on top.

If this is the first time you have used Withholding Adjustments, click
the Customize link and follow the directions on pages 104-110 of 3.5.1 -
Split Reporting on Invoice Lines.
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{= adjust withholding - Windows Internet Explorer

@?}' |g, https:waw.connactnd.us;’nsp,l’ndft,iEMPLOVEEJ‘ERPICIMANAGE,WITHHOLDINGS‘WTHDJDJUSTMENT.GEj Q *2|| X | | B Live search

JFlIe Edit  View Favorites Tools  Help

J ﬁ Favarites J i:s & | ConnectND Operational Env, .. @ Suggested Sites ~ & | Web Slice Gallery =

_ré Adjust withhalding
+*NDFT#
[a] i futiChannel
| EL
MewWindow | Help | Gustarnize Page | B
Withhold Adjustments
Vendor: SHARE 79990599 1098 Fictitious Employee

Business Unit: |1 1000] a
Entity: [ Q. Jurisdiction: Q,  startDate: | E
Type: I Q, Class: 2. EndDate: I—E;J Search |

#

First 1.0t 1 (M Last
Main Information | Transaction Info

*Business .. .. +
Unit Entity Type

Legacy |;Q [a [ Ja [ a

*Class *Rule

[a l__q H =

B save | L Returnto Search | [=] Matity | 2, Retresh |

Bistart| | & || & adyust withholding - ..

o

T |LE

\

Step Action \
7.

You will only have to customize your screen once, but you may have to click
this Expand button each time you go into this Adjustment screen. Click

the Show all columns button. ﬁ
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6:'Adjust Withholding - Windows Internet Explorer

@?}v I@, https:,l’;’www.connactnd‘us,ipsp,l’ndFt,iEMPLOVEE,iERPJ‘c,I’MANAGE?WITHHOLDINGS‘WTHDJDJUSTMENT‘GEj 5 44 || % | |82 Live Search B
J File Edit Wiew Favorites Tools  Help

J 7 Favorites J S @ | ConnecthD Operational Erv... S Suggested Skes » @ | 'web Slice Gallery =
'_(& Adijust Wwithholding

s*NDFT#*

MultiChannel Console | Add to Favorites
=
Mew Window | Help | Customize Page | B
Withhold Adjustments
Vendor: SHARE 7999939 1089 Fictitious Employee
Business Unit: {11000 Q,
Entity:

Q, Jurisdiction: | @, startDate: [01012010 [
Tyme: Q. Class: I 2. End Date: Im@ Search

Adjustments

Lﬁflﬁ “Entity  *Type *Jurisdiction *Class

Legacy [ala alla [ al 1af

*Rule Basis Amt Paythent Date Declaration

DeSC[iE!iIJI’I
0.000 [o7/0ar2010 [5) [o7ioezoto [ |

& save | LU Return to Searchl [=] notify | 4 Refresh |

4]

2
Aistart] | @ |[7& adjust withholding - .. | a2
Step Action
8. Enter the entire current calendar year — or the calendar year you are
reporting - on this page. .
9. Click the Search button.

Search
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(‘::'Adiust Withholding - Windows Internet Explorer

- . o +. - I -
@:_: - |g, https.waw.cnnnectnd.us;’psp,l’ndft;’EMPLOYEE;’ERP,ic,l’MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj g || X | |&F Live Search £

J Fle Edit Wiew Favorites Tools Help

J {\? Favorites J {.:‘5 £ | ConnectMD Operational Env. .. @ Suagested Sites = @ | Web Slice Gallery =

’_,é Adjust Withhaolding

s*NDFT#*

hutiChann:

=
Mew Window | Help | Customize Page | 15

Withhold Adjustments

Vendor: SHARE 7999939 10498 Fictitious Employes

Business Unit: |11000 Q
Entity: Q. Jurisdiction: | Q. StartDate: [01/01/2010 [5)
Type: @, Cclass: [ A Endpate: [123172010 ) ﬂl

Adjustments Custarmize | Fi

Iﬁ:.'rf'ﬁﬂzm'y “Type “Jurisdiction *Class  *Rule Basis Amt Payment Date g‘;‘;"‘aﬂ Description

Legacy 1000 @ firs L fioen @ fed @ | @| Q| 0.000 [o7s08/2010 [ [oroszoto [ |

& save | ELReturnto Searchl [=] Motify | Ly Refresh |

«| o]
distart| | & |[ € adiust withholding - .. |3
Step Action
10. You will not see any activity on this page unless you have made payments to

this employee's 1099 location previously this year.

Enter your Business Unit in the first field.

11. Always enter "irs" into the Entity field.

12. Always enter "1099" into the Type field.

13. Always enter "fed" into the Jurisdiction field.

14, To make sure the correct withholding class is set up for this location, click

the Look up Class (Alt+5) button. @
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ﬂ?ndjust Withholding - Windows Internet Explorer

@?:'v IE https:,i,l’www.cannectnd.us;’Dsp;’ndftiEMPLOVEE,I’ERPJ‘cJ‘MANAGE?WITHHOLDINGS.WTHD?ADJUSTMENT‘GEj 5 | X Iff Live Search L

| File Edit ‘View Favorites Tools Help

J Tﬁ? Favorites J 1.:‘5 & ConnecthD Operational Ere, . @ Suggested Sites = & | Web Slice Gallery ~

_ré Adjust withhalding
«+NDF T+

=
Look Up Class
Vendor SetlD: SHARE
Vendor ID: 7999899
fendor Location: 1099
Withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1089
Withholding Class: |begins wiith ﬂl

LookUp || clear | cancel |pasic Laokug

Search Results
1 of1

ithholding Class Description
i Hon-Employee Compensation

=]

tﬁstartH @ “_féndjust withholding - ... | o

Step Action

15. Stipends are reported as earned income for services, so the 07 link is
correct in this example.
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(zlndiust Withholding - Windows Internet Explorer

@?}v |g, hitps: | fvws connectnd, usfpspndft EMPLOYEEERPYCMANAGE _WITHHOLDINGS. WTHD _ADIUSTMENT. GE j 8 ||+ X | |87 Live search R~
| File Edit ‘View Favorites Tools  Help

J i:? Favorites J {.:‘5 £ | ConnecthD Operational Ent... @ Suggested Sites ~ & | Web Slice Gallery =

/€ adjust Withholding

s*NDF T+

Adid to Far
=
Mew Window | Help | Customize Page |
Withhold Adjustments
Wendor: SHARE 7999989 1089 Fictitious Employee

Business Unit: |1 1000 Q.

Entity: [ @ Jurisdiction: [ Q. Start Date: [01i01/2010 5
Type: I C, Class: I S End Date: IWEU ﬂl
Adjustments
[L‘.r'fi“"ss “Entity “Type *Jurisdiction *Class ~ *Rule Basis Amt Payment Date g‘iﬁf’ﬂ Description
Legacy [ [rea i afma el (@)

07082010 [ [oriazotn [H |

B Save | SLRsturn to Search | [=] Matify | 4 Refresh

0l
Bistart| | @& |[& diust withholding - .

]
.

| e

Step Action

16. Click the Look up Rule (Alt+5) button next.
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ﬂ?ndjust Withholding - Windows Internet Explorer

@?:'v IE https:,i,l’www.cannectnd.us;’Dsp;’ndftiEMPLOVEE,I’ERPJ‘cJ‘MANAGE?WITHHOLDINGS.WTHD?ADJUSTMENT‘GEj 5 | X Ii' Live Search L

| File Edit ‘View Favorites Tools Help

J Tﬁ? Favorites J 1.:‘5 & ConnecthD Operational Ere, . @ Suggested Sites = & | Web Slice Gallery ~

_ré Adjust withhalding

s+NDF T+

Home:

=

Look Up Rule

ain Contert|

Withholding Entity: IRS
Withholding Type: 1088
Withholding Class: ar
Withholding Rule: |hegms with j|

LUUKUpl Clear | Cancel |Elasiannkun

Search Results

13 of 3
ithholding Rule Description

RULED Zern Percent\Withhalding rle

RULED Zero PercentWWithholding rule

RULE1 1099 Standard Rule

tﬁstartH @ “_féndjust withholding - ... | o

Step Action

17. OMB always uses the top "RULEO." Click that RULEQO link.
RLULED
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{2 djust Withholding - Windows Internet Explorer

@?}v |g, https:waw.connectnd.us;’psp;’ndftJ‘EMPLOYEEJERP;’CJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj Q *1 || X | |8 Live Search
j File  Edit Wiew Favorites Tools Help

2l

J 7 Favorites J 5% # ConnecthD Operational Env... @5 Suggested Sites = & | Web Slice Gallery =
fé Adjust Withhalding

s« NDF T

=

Mew Window | Help | Custornize Page |
Withhold Adjustments

=)

Vendor: SHARE 7999988 1089 Fictitious Employee

Business Unit: 11000 Q

Entity: Q, Jurisdiction: @, StartDate: [01/01/2010 5
Tyme: Q Class: A Endpate: [zimtzonn ) __Search

*Business ,

Customize | Fi
o Enlity ‘Type  ‘Jurisdiction 'Class ~ ‘Rule  Basis Amt PaymentDate DEClaralion — poqeyipion
Legacy o0 C ire @ [toes @ fE0 @ for @ [Ruced@ | 25.00] [o7ines2010 [ [o70szat0 (5 |
A
B save | E\Returnto Searchl [=] naatity | s Refresh |
4| | I
#istart| | @ |[ adjust withholding - . |e|7|G@
Step Action \
18.

19.

Only enter the reportable amount in the Basis Amt field. \

Enter either the Invoice Date or the Payment Date of the voucher into
the Payment Date field.

Page 148




Training Guide
Module 3 — 1099 Vendor Reporting

6:'Adju§t Withholding - Windows Internet Explorer

@?}v IE https:,i,l’www.cannectnd.us;’Dsp;’ndftiEMPLOVEE,I’ERPJ‘cJ‘MANAGE?WITHHOLDINGS.WTHD?ADJUSTMENT‘GEj 5 | X Iff Live Search 2~

| File Edit ‘View Favorites Tools Help

J 13 Favorites J i,; & ConnecthD Operational Ere, . @ Suggested Sites = & | Web Slice Gallery ~

_ré Adjust withhalding

s+NDFT#+

=

New Windaw | Help | Custormize Page |

hkep

9 Fictitious Employee

tion: O, StartDate: [D1/01/2010 )
QU pnapate: [1ziziizoio [ Search

i First [ 1 of 1 [ Last

Type “Jurisdiction *Class ~ *Rule Basis Amt Payment Date g"':'m"““ Description
09y Q IFED Q  fo7 < [ruLEn @ | 25.00 [07/06r2010 [5 [07/08/2010 ) [voucher #3068-wrong Iocation] !FI [
A

L Refresh

Kl I
tﬁstartH @ “_féndjust withholding - ... | o

i
).

Step Action

20. Enter a Description that will provide an audit trail back to the original
payment.
21. Since we have two vouchers to enter on this screen, click the Add a new

row at row 1 (Alt+7) button.
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6?ndju§t Withholding - Windows Internet Explorer

@@v J&] https:  wenm connectnd.usfpspindFt/EMPLOYEE(ERPYcMANAGE_WITHHOLDINGS. wWTHD_ADIUSTMENT.GE || By |42 || X | & Live Search P

J File Edit Miew Favorites Tools  Help

J 7 Favorites J 9% & | ConnectND Operational Env... @5 Suggested Sites = & | Web Slice Gallery ~

(& Adjust Withholding

**NDF T

| Bk
Mew Window | Help | Customize Page | B
Hjustments
7999949 1099 Fictitious Ermployes
i} Q

Q. Jurisdi[:(iun:l C,  Start Date: IDHDHQDW [31
Q Class: | A Endpate: [rarstizoro 5 __Search

Declaration

;n‘.r'fi“ess *Entity  *Type *Jurisdiction *Class ~ *Rule Basis Amt Payment Date D2C* Description
11000 @ [IRS @ |1099 Q IFED Qo7 &, [rRutED @ | 25.00 [07/06i2010 ) [07/08i2010 [ [voucher #8068-wrong location

nooo @ ks @ frioss @ e @, T @ a 000 [o7mezot0 (5 [orioeoo 5 |

Main Cantent
1o Search Motity | 4 Refresh |

< i
Histart| | @ || @ adiust withholding - .. \ | o |2 |GBE

\

Step Action \

22. All fields on this line need to be filled in with the same information until you
get to the class. The withholding class used will depend upon each unique
payment. Click the Look up Class (Alt+5) button.
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= adjust Withholding - Windows Internet Explorer

@?}v |g, https:,l’,l’www‘connectnd.us;’Dsp,indftJ‘EMPLOYEE,I’ERP,I’cJ‘MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % *3|| X | | A Live Search B

| File Edit View Favorites Tools  Help

J <7 Favarites J 51 & | ConnectND Operational Env... 45 Suggested Sites ~ & | Web Slice Gallery +

_ré Adjust Withhaolding

~*NDF T

Home S MUtiChs Add to Favorites

| B

[

Mew Window | Help

Look Up Class

Vendor SetlD: SHARE
Vendor ID: 7998804
Vendor Location: 1098
Withholding Entity: IRS
Withholding Jurisdiction: FED
Withholding Type: 1098
Withholding Class: | begins with x| |

LUUkUpl Clear | Cancel |ElasicL00kun

Look up (Alk+1)

Search Results

1of1

ithholding Class Description
a7 Mon-Emplovee Compensation

Aistart| | & || & adiust withholding - . |e|% |GE

Step Action

23. The second voucher contains a stipend as well, so using the 07 link is
accurate.
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6:'Adjust Withholding - Windows Internet Explorer

@;‘/ - |g https:p’p’www‘:Unne:tnd‘usp’pspfndft,iEMPLO\‘EEIERP,I’EIMANAGE)NITHHOLDINGS.WTHDJ\DJUSTMENT.GEj 2 *20| | |8 Live search

2l

| File Edit View Favorites Tools Help

7 Favorites i ConnecthD Operational Env... Suggested Sites - Web Shice Gallery —
Favari 5 | € d b Slice: Gall

(& Adijust Withholding

xNDFT#+*

=»

Mew iindow | Help | Custamize Page | &

Hjustments

79989499 1099 Fictitious Employee

o Q
Q. Jurisdiction: Q_  startDate: [01/012010 )
@ Endpate: [z i 9earh_|

Q, Class:

Customize | Find |
BUSINESS ity *Type  ‘urisdiction Class ~ Rule  Basis Amt Payment Date  DEClaralion  pogeription
[riooo o [Rs @ [iose @ ffeo @ [or @ [RutEn @ | 25.00 [07/06/2010 [ [07/0662010 [ [vaucher #8088-wrang lacation
IMDDD Q [rs'@ [10ss @ [FED @ [p7 Q| Q| 000 [o7oezoio [ [ovioezota [ |
Main Conkent
to Search Motify | %) Refrash |
Kl i
#start| | @ || @ adiust withholding - ... |e|? B@

Step Action
24, REMEMBER: Only the reportable amount of the payment gets entered on
this screen. In our example (see the table below), a voucher had three
distribution lines, but only one of them was reportable; the other two lines
were travel reimbursements.
Vendor ID Vendor Name Voucher | Distrib | Account Line Gross
Line Amount Amount
7999999 Fictitious Employee | 00008069 | 1 521075 227.00 427.00
2 521080 100.00
3 611025 100.00
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(ﬁ:'ndiust Withholding - Windows Internet Explorer

@\:‘/ - I@, https:f,iwww.connactnd.us,l’psp,l’ndftfEMPLOVEE,I’ERPJC,I’MANAGE_WITHHOLDINGS.WTHD_ADJUSTMENT.GEj % 44| % In." Live Search P

| Fle Edt View Favortes Tooks  Help

J g:? Fawarites J {5 £ | ConnectMD Operational Env... @ Suggested Sikes & Web Slice Gallery ~

'_(e Adjust Withhalding

s*NDFT**

=
Mew Window | Help | Customize Page | S
Withhold Adjustments
Vendor: SHARE 7989999 1088 Fictitious Employes

Business Unit: 11000 Q,
Entity: Q, Juristiiction: | Q. startpate: 010172010 5
Tyme: Q Class: [ QU endpate: [12E12010 5 saarch_|

Adjustments Customize | Fing
USIESS spity ‘Type  durisdiction Class  ‘ule  Basts Amt Payment Date D20araON  peseription

Legaey oo [re @ [ioas @ feo @ o7 @ [RUCEDQ | 25.00 [07/06/2010 [ [07/06/2010 [ [voucher #8068-wrang location

Legacy 1o [rRe @ [iee @ fe0 @ [or @ [RuLEdQ | 100.00 [07152010 [ [07/08/2010 5 fvoucher #8068-wrong lacation|

Bl save | ELReturn to Saarchl [=] motify | 1 Refresh |

|
|7 | BE

41
Aistart]| | & || @ adjust withholding - . | @

Step Action

25. In that case you would only enter "100.00" into the Basis Amt field for the
reportable amount.

26. Enter the Payment Date of that voucher

27. Enter an appropriate Description.

28. After you have entered all the entries for this employee, click

the Save button.
Bl save
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6:'\I'endnr Balance by Class - Windows Internet Explorer

@:\/ - |g, https:,l’,l’www‘connectnd.us;’Dsp,indftJ‘EMPLOYEE,I’ERP,I’cJ‘MANAGE_WITHHOLDINGS.WTHD_BF\L_\-'NDR‘GBL?Fj % || X p'f Live Search Puabs

| File Edit View Favorites Tools  Help

J <7 Favarites J 51 & | ConnectND Operational Env... 45 Suggested Sites ~ & | Web Slice Gallery +

@ Wendor Balance by Class

~*NDF T

| B

Mew Window | Help | B

=)

Vender Balances by class
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
SetlD: = 'I share

Vendor ID: |begins with ¥ | [79agagg]
Vendor Location: | begins with ﬂ |
Short Vendor Name:  |hegins with j|

Our Customer Number: | begins with > | [
Name 1: |begms with jl

L L LLLL

" Case Sensitive

Search | Clear |Ela9|c Search (B Save Search Criteria

&/ start J é J /€ ¥endor Balance by Cl... J L2

T L&

Step Action

29. If you want to make sure your entries look correct, go to Vendors >
1099/Global Withholding > Review, then click the Vendor Balance by
Class link. Since the correction was made on the Adjust Withholding page,
the changes will show up immediately.

30. The SetID must always be "SHARE." If this does not automatically populate,
enter "share" into the SetID field.
31. You can search for the vendor by name on this page or enter the vendor

number, if you know it. To review the entries just made, you would
enter "7999999" in the Vendor ID field.

32. Click the Search button.
Search
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=[5 x]
@?}v |g, https:Nwww‘connectnd‘us,ipsp,l’ndFtJ‘EMPLO\"EE;’ERP,I’:)’MANAGE?WITHHOLDINGS.WTHD?BALJ'NDR‘GBL?Ij 5 30| % I;‘,’ Live Search P
J File Edit Yiew Favorites Tools  Help

J o7 Favorites J i € | ConnecthD Operational Env... € Suggested Sites ~ & | web Slice Gallery =
'_(& Yendor Balance by Class

sNDFT#*

Home
|EL

Mew Window | Help | Customize Page |

Vendor Balance

SetiD: SHARE Vendor: 7999339 Fictitious Employes Location: 1033

Start Date: [01012010 [ EndDate:  [12312010] |5 Search |

Business Units

First [4] 1 af 1 [¥] Last

Business Unit:

ithholding Balances I ils 1of 1 [¥ Last
Entity Type Jurisdiction Class Description Amount Currency
0.000

Bl save | S\Returnto Search | [=] hlatify |

i/ Start J -] J /€ ¥endor Balance by Cl...

htEp

| o2
Step Action
33. Enter the date range of the entire calendar year in which the reporting takes
place.
34. Click the Search button.
Search
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6:'\l'endor Balance by Class - Windows Internet Explorer

@: w ] hitps:fumun connectnd usfosp/ndftEMPLOYEE/ERPc/MANAGE_WWITHHOLDINGS. wTHD_BAL DR, GELt x| B || 42| x| [@F Live Search P~

| File Edit View Favorites Tools Help

7 Favorites n ConnecthD Operational Env... Suggested Sites - Web Shice Gallery —
Favari o | € d b Slice: Gall

fé Wendor Balance by Class

sNDFT#+*

=»

Mew Window | Help | Customize Page | &

Vendor Balance

SetiD: SHARE Vendor: 73909939 Fictitious Employee Location: 1039

ManComtertk  [01012010 5 EndDate:  [12:31/2010 5

Business Units Y First (4 1 o 1 [ Last

Business Unit: 11000 Office of Management and Bogt

ithholding Balances Customize | Fine i First (4] 1 01 4 [ Last
Entity Type Jurisdiction Class Description Basis Amt Liability imt  Paid Amount Currency
RS 1099 FED 07 Non-Employee Compensation 125.000 0.000 0,000 USD

B save I ELReturn to Search | Mottty |

ttjstartH & “m |e |7 B@
Step Action
35. The amounts show up correctly on this screen; $25.00 from one voucher
and only $100 of the second voucher for $427.00.
36. The proper method of paying an employee a one-time stipend, honorarium,

or rent is by first making sure the employee vendor has a 1099 reportable
location set up on it. However, if an error is made, and the agency realizes
that a reportable payment was made on an employee's HOME location, the
previous steps show how you would fix the situation.

End of Manual.

Page 156




